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City  and  County  of  San  Francisco 

CIVIL  SERVICE  COMMISSION 


ROBERT  J.  COSTELLO,  PRESIDENT 

ILLIAM  JACK  CHOW,  VICE  PRESIDENT 

>SEPH  C.  TARANTINO,  COMMISSIONER 

BERNARD  ORSI 

GENERAL  MANAGER,  PERSONNEL 


151  CITY  HALL 
SAN  FRANCISCO,  CALIFORNIA  94102 


The  Honorable  Mayor  Joseph  L.    Alioto 

Room  200,    City  Hall 

San  Francisco,    California   94102 


Dear  Mayor  Alioto: 

In  accordance  with  Charter  we   submit   the  Annual  Report  of 
the   Civil  Service   Commission   for  the  fiscal  year   1973-74.      We 
hope  you  agree   that    this   report   reflects   continuing   progress 
by    the  Department  in  meeting   both   long-standing  problems  and 
new  challenges  with  solutions   that   are  in  the   best   interests 
of   the    citizens    of    the  City  and   County   of    San  Francisco. 

The   Commission   expresses  its   appreciation   to  Mr.    Bernard 
Orsi,    General  Manager,    Personnel,    and  commends   the  members 
of  his    staff  for    their  diligent  efforts   in  providing  the 
necessary  creative  and   responsive   leadership   in  administering 
an  effective   personnel  system. 

We    look   forward  to  another  year   of   progress    in   the  develop- 
ment of  a   personnel  system  capable   of   responding   to  ever- 
increasing  challenges  and   in   implementing   our  Charter  mandate 
"for  the   good   of    the  Public   Service". 


Respectfully    submitted, 


Robert   J.    C6stello 
President 

'    A 

William  Jack  Chow 
..Vice   President 
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Commissioner 


City  and  County  of  San  Francisco 

CIVIL  SERVICE  COMMISSION 


ROBERT  J.  COSTELLO,  PRESIDENT 

HLLIAM  JACK  CHOW,  VICE  PRESIDENT 

.iSEPH  C.  TARANTINO,  COMMISSIONER 

BERNARD  ORSI 

GENERAL  MANAGER,  PERSONNEL 


151  CITY  HALL 
SAN  FRANCISCO,  CALIFORNIA  94102 


The  Honorable   Civil  Service   Commission 

Room   151,    City   Hall 

San  Francisco,    California  94102 


Dear    Commissioners: 

I  am  pleased    to    submit   herewith   the  Annual  Report  for 
the  fiscal  year  ending  June  30,    1974,    outlining    the  major 
activities    and  accomplishments    of    the  Civil   Service 
C  ommi  ss  io  n. 

On   behalf    of    the  staff   of    the  Personnel  Department,    I 
wish    to   express  a    sincere  thank   you  to  the  members  of   the 
Civil  Service   Commission,    the   Board  of   Supervisors,    and 
civic,    labor,    and  employee  organizations    for   their    interest 
and  their    cooperation  in  our   attempts    to   develop  a   progress- 
ive  and  responsive  personnel    system   for  the   City   and  County 
of  San   Francisco. 


I  particularly  wish  to   thank    the  members    of   my    staff 
for    their  support    and  efforts    in    this    productive   year   of 
moving    toward    the  goal  of  making  our   department    the  most 
dynamic,    progressive   public   personnel  agency   in   the  United 
States. 

f] 

"Sincerely,  J    S 

fernard   Orsi      ^^ 
General  Manager,    Personnel 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
ANNUAL  REPORT  1974 


ROBERT  J.COSTELLO  President 

WILLIAM  JACK  CHOW  Vice  President 

JOSEPH  C.TARANTINO  Commissioner 

BERNARD  ORSI  Gen.  Mngr.  Personnel 
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INTRODUCTION 


Civil  Service  Commission  Responsibilities 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employment 
and  personnel  department  of  the  City  and  County  that  determines  appointments 
on  the  basis  of  merit  and  fitness  as  shown  by  appropriate  tests.   The  Commis- 
sion classifies  and  reclassifies  all  places  of  employment  in  City  departments, 
including  those  exempted  by  Charter.   Derived  from  the  Charter  provisions  is 
the  concept  that  the  Civil  Service  Commission's  major  responsibility  is 
rendering  service  to  departments  and  employees. 


Budget 


The  following  summarizes  expenditures  for  all  appropriations  for  year 
ending  June  30,  1974: 

Appropriation  Expenditures 

Permanent  Salaries  $1,231,819.00  $1,140,258.03 

Temporary  Salaries  52,000.00       52,000.00 

Overtime  1,843.00        1,836.79 

Contractual  Services  63,791.00       62,844.83 

Supplies  16,006.00       16,117.23 

Equipment  15,195.00       17,105.72 

Books  500.00         400.00 

Membership  Dues  767.00  758.25 

Employee  Training  Reimbursement         20,000.00       11,375.11 
Maintenance  of  Auto  260.00  -o- 

Actuarial  Evaluation  of  Fringe 

Benefits  for  Platform  Employees        5,000.00        7,500.00 
Salary  Survey  15,750.00       11,910.01 

Police  and  Firemen  20,000.00       16,964.59 

$1,442,931.00  $1,339,070.56 

Staff 

The  Civil  Service  Commission  Department  consists  of  130  permanent  and 

temporary  employees.   Departmental  organization  is  shown  on  the  following 
chart: 


ORGANIZATION  CHART 
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NUMBER  OF  EMPLOYEES  BY  CLASSIFICATION 


Permanent  Employees 


Class   Number 


Title 


Number 


120 

1202 

1212 

1214 

1216 

1240 

1242 

1244 

1246 

1248 

1278 

1288 

1292 

1402 

1422 

1424 

1426 

1444 

1446 

1706 

17  60 

17  64 

2430 


Commissioners  3 

Personnel   Clerk  2 

Timeroll  Audit  Clerk  7 

Senior  Timeroll  Audit   Clerk  1 

Principal  Timeroll  Audit    Clerk  1 

Assistant  Personnel  Analyst  7 

Personnel  Analyst  5 

Senior  Personnel   Analyst  6 

Principal  Personnel  Analyst  8 
Assistant  Division  Manager,    Personnel   5 

Division  Manager,   Personnel  1 
Assistant   General  Manager,    Personnel      1 

General  Manager,    Personnel  1 

Junior   Clerk  1 

Junior   Clerk  Typist  1 

Clerk  Typist  7 

Senior   Clerk  Typist  5 

Clerk  Stenographer  2 

Senior   Clerk  Stenographer  1 

Telephone  Operator  1 

Offset  Machine  Operator  1 
Mail    and  Reproduction  Service 

Supervisor  1 

Medical   Examination  Assistant  2 


TOTAL  PERMANENT    EMPLOYEES:    70 


Temporary  Employees 

Class  Number  Title  Number 

1202  Personnel  Clerk  2 

1212  Timeroll  Audit   Clerk  5 

1217  Senior   Certification  Clerk  1 

1218  Payroll  Supervisor  1 
1240  Assistant  Personnel  Analyst  6 
1242  Personnel  Analyst  3 
1244  Senior  Personnel  Analyst  2 
1246  Principal  Personnel  Analyst  1 
1278  Division  Manager,  Personnel  1 
1284  Assistant    Secretary, 

Civil  Service   Commission  1 

1424  Clerk  Typist  6 

1426  Senior  Clerk  Typist  2 

1444  Clerk   Stenographer  1 

1450  Principal   Clerk  Stenographer  1 

1528  Administrative   Secretary  2 

1634  Principal  Account   Clerk  1 

1820  Junior  Administrative  Analyst  2 

2220  Physicians    (Part-time)  3 

9701  Manpower   Specialist   I  3 

TOTAL  TEMPORARY  EMPLOYEES:  44 


Emergency  Employment  Act  Employees 


Class  Number 

Title 

Numb  er 

1202 

Personnel   Clerk 

2 

1212 

Timeroll   Audit  Clerk 

1 

1240 

Assistant  Personnel  Analyst 

5 

1244 

Senior   Personnel  Analyst 

1 

1402 

Junior  Clerk 

1 

1404 

Clerk 

1 

1424 

Clerk   Typist 

4 

1820 

Junior  Administrative  Analyst 

1 

TOTAL   EMERGENCY   EMPLOYMENT 
ACT   EMPLOYEES  16 


MANAGEMENT  &  EMPLOYEE  SERVICE  DIVISION 


Salary  Standardization 


The   primary  function  of   the    Salary   Standardization  Division  is   to   survey 
prevailing  rates   of   pay  in  private   and  public  jurisdictions   as   a  basis   for 
establishing  rates   of    pay  for   all  City  employees   according  to  the   provisions 
of    the  Charter,    as  well  as  implementing  and    recommending    revisions   to   the 
administrative   provisions    of    the  Salary  Standardization  Ordinance.      Other 
duties  include   conducting   fringe   benefit  and    specialized  surveys   at   the 
request    of    the  Civil    Service  Commission  or  Board   of    Supervisors,    completing 
survey     questionnaires  for   other  jurisdictions,    and    implementing    the   salary 
plan  by  coordinating   salary  matters   with  all  City  departments. 

Salary  Standardization   is   done   in   the  following  manner: 

A.  Police  and  Fire 

The   Civil  Service    Commission   staff   conducts   surveys    in   February   and 
August  each  year  of   rates    of    compensation  paid   Policemen  and   Firemen  in 
California  cities  which   have   a  population  of   100,000   or  more.      The   results 
of   these    surveys  are   reported    to    the  Civil   Service  Commission  which   certifies 
the   rates   to   the   Board  of   Supervisors.      The   Board  of   Supervisors    then   sets   a 
preliminary    rate    in   February   and  a   final  rate  in  August   to  be  effective   the 
preceeding  July  1st.      As   specified    in   the  Charter,    the   rate   fixed  must  not 
exceed    the  highest    rate   of    compensation   paid   Policemen  or  Firemen   in    the 
cities  surveyed.      The  survey  also   includes   the   additional    rates  of   compen- 
sation  paid    to  members  of   the   Police  Departments  assigned  to  two-wheel 
motorcycle    traffic  duty. 


For   the  year   1973-74,    the   Civil  Service   Commission  survey    included 
19    cities.      The   highest  rate  being   paid  was   that  of   the   City  of   Oakland, 
$1254/mo.,    and  the   highest  rate  being   paid   for  two-wheel  motorcycle  duty 
was  by  the   City   of   Los  Angeles,    $1350mo.      The  Board  of   Supervisors   set 
the   rate   of    compensation   paid   Polciemen  and   Firemen   in  regular    service 
agreed  to  the   highest  rate  shown  in  the   survey  which  resulted  in  an 
increase  of   7.1%   in  pay. 

B.  Municipal  Railway  Transit  Operators 

The   Civil  Service   Commission   staff   conducts  a   survey  of   street   railway 
and  bus  system  in  the  United   States   operating  primarily  within   the  munici- 
palities  having   a  population  of  not   less   than   500,000  and   each   such   system 
normally   employing  not   less    than  400  platform  employees   or   coach  or  bus 
operators.      The  Commission  then  certifies   to   the  Board  of   Supervisors   the 
average  of   the   two  highest   wage   schedules  in  effect  on  July  1   for  comparable 
employees    in   the  systems   certified  in  the   report.      The   Board  of   Supervisors 
thereupon  fixes   a  wage  schedule  which   shall  not   be   in  excess   of   the  average 
of    the  two   highest  wage  schedules    so   certified  by  the   Civil  Service   Commis- 
sion.     The  Commission  also  analyzes  and   recommends    to    the  Board   of 
Supervisors  the  working   conditions  and   the  amount  equivalent   to   the  dollar 
value  of  differentials    in   the  benefits   in  the   Retirement   System,   Health 
Service   System   and  Vacation  allowances. 

For  the  year    19  73-74,    the  survey  certified   by   the  Civil   Service  Commis- 
sion  showed    that    the  Manhattan   and  Bronx   Surface   Transit   Operating  Authority 
and  the   New  York  City  Transit   Authority  paid  the   highest  rates   for  platform 
personnel   as    of   July   1,    and  the   average  of   the   two  was   $5.54  per  hour, 
effective   July   1,    1974,   and   $5.8725  per   hour   effective  January   1,    1974. 
This  represented   a  4.135%  and   10.38%   increase   respectively   in   the  base  pay. 

C.  Crafts 

The  wages   of    craft  employees  working  for   the  City  and   County   service 
are   established  by  the   rates  of  pay  under  collective  bargaining  agreements 
in  private    industry   and  such  rate  is  generally   prevailing   and  paid   in  San 
Francisco. 

The   Civil  Service    Commission   on   or   prior   to  April    1  of   each  year 
certifies    to    the  Board   of    Supervisors  rates   of    pay  generally   prevailing 
for  crafts  in  City  employment.      The  Board   of    Supervisors  by  Ordinance 
adopts    these  rates    to   be   paid   effective  July  1    following. 

The  Civil   Service  Commission  on  or  before   the    second  Monday   of   July 
reviews  all    craft  rates   and  reports    to    the  Board   of    Supervisors   any  modi- 
fications   effective  July  1.      The   Board  of   Supervisors   by   Ordinance  no   later 
than  July    25    revises  all    craft  rates   and  such  amendments  are   retroactive   to 
July  1   for  payment,   and   in   1973-74  the   average   increase   in   this   category 
amounted    to   6.1%. 
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D.  Miscellaneous  Employees  Benchmark 

The  Civil  Service   Commission   salary   recommendations  for   1974-75  are 
the  result  of   a   comprehensive  investigation  and  survey  required  under    the 
provisions  of  Charter   Section  8.401. 

As  implemented   in   1972,    the   survey  was  restricted  to  a   number   of   key 
or  benchmark   classes.      All  related   classifications  were  then  grouped  with 
the  selected  benchmark   classifications  to  create  an  occupational  family. 
The  data  collected   included   comparable   rates   in  both  private   and  public 
employment.      The  survey  of  private   employment   was  made  by  the   local  regional 
office  of   the   Bureau  of   Labor  Statistics  and   included   106  firms   operating 
in  San   Francisco,    each   employing   approximately    100  or  more  persons.      The 
survey   of    public    employment   uses   jurisdictions  selected  as  being  most 
comparable    to    San  Francisco   by   reason  of    size,    geographical   location  and 
scope  of  operation.      These   included: 

A lame  da 

Contra   Costa 

San  Mateo 

Santa  Clara 

City  of  Oakland 

Sacramento 

Alameda- Contra   Costa  Transit   District 

East    Bay  Municipal   Utility  District 

Los  Angeles 

City  of  Los  Angeles 

Los   Angeles  Water   and  Power 

Orange   County 

San  Diego    County 

Los  Angeles    Community  College   District 

San  Diego   Community  College  District 

Peralta  College  District 

Chabot    College 

Foothill  Community   College  District 

Contra  Costa   Community  College   District 

State  of   California 

San   Francisco  Medical   Center 

Berkeley   Campus 

Area  Wage   Classification  Office    (Navy)    -  Hunter's  Point 

District    Corps  of  Engineers    (Army) 

Veterans  Administration 

Letterman  Hospital 

Fort  Miley   Hospital 

Marine   Hospital 

United    States    Civil  Service   Commission 

Los  Angeles    School   District 

San  Diego   Unified   School  District 

Oakland   City   Unified  School  District 


Major  emphasis  was   directed   towards  adjusting   long   standing   inequities 
in   the  internal  relationships   between  classes.      105   classes  were  recommended 
to   receive  a   2%%  to  12%%  increase  to  help  achieve   the  proper  alignment   of 
all  classifications. 

Staff   recommendations,    which  were  adopted  by   the  Civil   Service  Commission, 
were   in   accordance  with   the  following   guidelines: 

1.  No  salary  adjustments   over   5%   other  than  those  related  to   internal 
adj  ustments. 

2.  If  the  benchmark  class  is  4%  or  more  under  the  data  reported  in 
the  salary  survey,  that  class  and  all  related  to  that  benchmark 
are   recommended  for   a  5%  increase. 

3.  If  the  benchmark  class  is  1%  to  4%  under  the  data  reported  in 
the  salary  survey,  that  class  and  all  related  are  recommended 
for   a  2%%   increase. 

4.  If  the  benchmark  class   is   less   than   1%   under  the   data  reported 
in   the  salary  survey  or  if   the   data   indicated  the   class  was 
being  paid  more  than  the   prevailing   rate   of   pay,    that   class 
and   all  related  were   recommended  for   no   increase. 

5.  Executive   classes  were  related   to   the  professional  or  technical 
group  to  which   they  were  most   closely  related.      On  that  basis, 
they  were  recommended   for  a   5%   increase. 

6.  Those  classes  related  to  craft  classes  were  recommended  for  the 
Percentage  increase  received  by  the  related  craft  classes  under 
Section  8.403. 

A   summary  breakdown  of    the  recommendations   included: 

1.  7,700   employees  were  recommended   for  no   increase. 

2.  2,500  employees  were   recommended  for   2%%  increase. 

3.  5,400  employees   were   recommended  for   5%   increase. 

The   total  estimated   cost   of   these  recommendations  was   4.8  million  dollars. 

These   recommendations  were  submitted   to   the  Board   of   Supervisors  on 
January   15,    1974. 

The  Board   of    Supervisors  increased    the  Civil   Service  Commission's 
recommendations    as    follows  -    2%   for  Group    I   and    3%   for  Group    II,    and 
passed   the  Salary  Standardization  Ordinance  for   second   reading.      Service 
Employees   International  Union    (SEIU)    secured  strike  sanction  from  the 
Labor  Council   and  a   nine   day  City  employees'    strike  followed.    (March   8  -   16). 
During    the  nine  day    strike,    the   Union  rank  and   file   negotiating  committee 
met  in  around  the    clock  sessions  with  the  Mayor  and   the  Board   of    Supervisors. 
The  Union   demands  were  $80.00  per  month  increase  across  the  board  for   all 
classes    of    employees,    including   those  who  had   been   recommended   for   a  5% 
increase.      The  final    settlement    included    $45.00   per  month   increase   for   six 
months   and  $55.00  per  month  increase  for   six  months,    support  for   an 
employee    dental   plan  not   to  exceed   $500,000  per    year    cost    to    the  City,    and 
preservation  of  internal  relationships   and  craft   related  formulas  recommended 
by   the  Civil    Service  Commission. 
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The   settlement   of   the  City  employees'    strike,    as   reflected  in  the 
ordinance  approved  by  the   Board  of   Supervisors,    has   been   challenged   in 
court    (George  A.    Bangs,    vs.    City  and   County   of    San  Francisco,    et  al.). 
This   litigation   is   currently  unresolved. 


CLASSIFICATION  DIVISION 


Position   classification   is    the  basic    tool   of   personnel  management.      It 
is   the  process   of,    first,    analyzing  jobs    to   determine  their  primary  tasks 
and  the   knowledge,    abilities  and   skills   required   to  perform  those   tasks, 
and,    second,    grouping   the   jobs    into   "classes"  on  the  basis  of   similarity 
in  these   respects.      Class   specifications   are  then  written   to   define   the 
boundaries  and   basic  characteristics   of   each  class.      This   process  makes 
it   possible    to   provide  like  treatment    to    similar  positions    in   recruitment, 
examination,    pay,    training   and  other  aspects  of  personnel  management. 
Position  classification  is  the  key  element   in   implementing   the  basic  merit 
principle   of   "equal   pay  for   equal  work." 

The  Classification  Plan  is  a  reflection  of  the  organization  and  it 
changes  when  the  needs  of  the  City  and  County  change.  During  the  past 
year,  the  Classification  Section  conducted  the  following  major  studies 
resulting  in  changes    to    the  Plan: 

a.  The  largest   undertaking  of   the   Classification   Section-was  a  survey 
of  all    classified   positions  in  the   San  Francisco   Community  College   District. 
Pursuant   to  a   request  from  the   District    (and   funded   by    them),    the   staff 
commenced  their   study  in  April,    1974.      It   has  been  completed,    but   final 
allocation  of  positions   are   subject    to    further  review  and   discussion  with 
College  administrators. 

The  survey  involved  352  positions;    323  position  classification 
questionnaires  were  received  and   reviewed;    71  actual  desk  and/or   field 
audits   were    conducted    (29%).      No  new  classifications  were  required;    however, 
the  staff    recommended  a   number   of    reallocations. 

b.  Another  major    classification   action  was  a   study  of   the  X-ray  Technician 
classifications   at    San  Francisco  General   Hospital.      The   survey  was  prompted 

by  the   high   rate    of    employee    turnover   and  employee  dissatisfaction  with   their 
promotive   opportunities  and  working   conditions. 

As    a  result  of  our   survey,    the  X-ray   series  was   retitled    to   "Radio- 
logic  Technologist".      A  six   level   career   ladder  was   established,    providing 
increased   promotional  opportunities    from   the  entry-level   class  of  Radiologic 
Technologist  I    through  Chief    Radiologic   Technologist. 


c.  Another   career   ladder  was  established   in   the  Laundry  Worker   series. 
A  job  analysis  conducted  by   the  Classification  Section  revealed   that   nine 
classes  in  the   series   could  be  consolidated  into  three.      The   result   is   a 
well-defined  promotive  path   through  the   series,    eliminating   over-speciali- 
zation  at   the  lower   levels.      It  also  reduced   by   six  the  number  of   classes 
in  the   Classification  Plan. 

d.  The   Classification   staff   recommended   and   the  Commission  adopted   an 
innovative   approach   to    the  problem   of   providing  personnel   services  not 
described   in   our  Classification  Plan.      The  staff,    after   consultation  with 
those  usually   involved   in   personal   services   contracts    (City  Attorney, 
Purchaser   and  major    departments),    developed   a   series  of   Staff   Aide   and  Staff 
Assistant  classes.      These    classes,    designed    to    reduce    the  number  of   personal 
services  contracts,    may   be   utilized   by   departments   to  obtain   immediate 
services,    subject    to   prior  approval  of   the  General  Manager,    Personnel.      This 
will  give  them  the   desired  flexibility  within   the  Classification  Plan  with- 
out resorting   to    contractual  agreements. 

e.  The  Commission  established   a  new   classification,    5215  Fire  Protection 
Engineer,    to   provide  the   special  skills  necessary   to   cope  with  problems 
arising  from  changes    in    the  Building  Code.      One  of   the   primary  duties  of   this 
single- position   class  will  be  up-dating  Fire   Prevention-Fire  Protection  Codes 
and  Ordinances.      The  benefits  will  be  greater   safety   for   the   residents  and 
workers  of   San   Francisco  and   continued  minimum   insurance  rates. 

f.  The   Classification   Section  played  an  active  and    important  role   in 
implementing   the   provisions   of    the  Meyer-Milias-Brown  Act.      Pursuant   to   this 
State    legislation,    the  Board   of    Supervisors  enacted    the  Employee  Relations 
Ordinance  for    the  City  and   County   of    San  Francisco.      The    staff   established 

a  new   classification,    Director  of  Employee  Relations,    and    classified   four 
support  positions.      These   employees   constitute   the   Employee   Relations 
Division    in    the  Office  of    the   Chief  Administrative  Officer. 

g.  A  major  reorganization  of    the  Golf   Division,    Recreation  and   Park 
Department,   was    completed   this  past   fiscal  year.      The  division  was   restruct- 
ured,   centralizing    responsibility   for  operation  and  maintenance   of    City-owned 
and/ or    operated   golf    courses.       The  objective  was   to   improve  management,    hence 
better    service  to  the    citizens   of    San  Francisco.      The   process   involved 
abolishing  four  classes   and  establishing   three  new  ones. 

h.       The  staff    also    completed  the   final  phase   of    reclassifying   the   Registrar 
of  Voters- Recorder   position.      Ordinance   No.    363-73   separated    the  County  Recorder 
function  from  the   County   Clerk. 

i.       The  Commission  established    two  new   specialized  classifications    to 
implement  the   "Parapet    Ordinance":    5218  Structural  Engineer  and    5219    Senior 
Structural   Engineer.      This  action  provided   the   Department    of   Public   Works 
with  the   professional   expertise   to  carry   out  work  which    the  Seismic    Investi- 
gation  and  Hazard  Committee   has   termed  "A  high  priority   in  life-saving 
potential"  . 
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j.      The   Classification   Section  was   able    to    contribute    to    the  welfare   of 
senior   citizens    in   connection  with   the  establishment   of    the  Commission  on 
Aging.      We  reviewed  and   classified   the  new  positions  required   to   implement 
the  policies  of   the    21   member   Commission.      Three   new  classifications  were 
established   (Executive  Director,    Assistant  to  the  Director,   and   Secretary) 
and  one   position   allocated  to  an  existing  classification. 

In   summary,    the  Classification  Section   reviewed  positions  and  depart- 
mental requests  resulting   in   the  following   classification   recommendations: 

New  positions    classified   in   1973-74  budget 572 

Salary  Ordinance   Amendments    submitted 100 

New  classes   established 78 

C  la  ss  es   co  ns  ol  id  at  ed 16 

Class   specifications   amended 17 

Tenure   of    requisition  requests  approved 176 

Personal   services   contracts  approved 33 

Other  classification  studies   resulting  in  Civil   Service 
Commission  action 390 
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RECRUITMENT  &  EXAMINATIONS  DIVISION 


Regular  Examination  Program 

During   this   year   there  was   an   increased  emphasis  upon  promotional 
examinations.      213    examination  announcements    in  promotional  classes — 
a  46%    increase   over   the  prior   fiscal   year.      This  was  necessary  to  cover 
all  permanent   vacancies  in  the   City  and  County  service   by   the  examination 
process.       Regular  examination   procedures   are  being    streamlined   to  speed 
up   processing.      This  includes  elimination   of   unnecessary  test  segments 
when  justified    by   job  analysis. 


Immediate  Testing  Program 


The  Immediate   Testing   section  was  established   in  August    1972   for  the 
purpose  of  streamlining  examination  procedures   for  the  majority   of   entrance 
examinations.      Through   this   program,    an  applicant  can   take   a  test  and  be 
notified    immediately  whether   he   has  passed  and   when  he   might  expect   to  be 
appointed.      During  1973-74    this   process  has   been  refined  and  over   200 
examinations  were  held  and   6,800  individuals   placed   on  eligible   lists. 

This   section  is  now  gearing  up  to  an  expanded  program   to   cover  temporary 
vacancies  as  well  as  permanent  vacancies. 


Youth  Training  Program 


This   Federally  funded  program  was   initiated  in  1967   as   the  New  Careers 
Program.       Since   that   time,    345  enrollees   have   been    trained  in  the   following 
fields: 

Community  Health  Worker 

School  Aides 

Library  Technical  Assistants 

Social    Service  Technicians 

Bus  Drivers 

Fireman 

Water   Treatment  Operators 

Juvenile   Hall   Counselors 

Draftsmen 

Typists 

Stenographers 

Some  12  enrollees    have   received    their  Bachelor  of  Arts  degree  and    11    are 
now   enrolled    in   school   working  toward   the   degree. 

During  1973-74   the  emphasis  has   shifted  to  the   typist   and  stenographer 
occupations   where  need  is  greatest.       72    individuals  have  entered    the   training 
program  and  the   majority   have   promoted    to   higher    clerk  typist  or  clerk 
stenographer   positions   in  the    service. 
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Medical  Examination  Center 


The  Medical    Examination  Center  performed    5,672  examinations  during   the 
year,    an  approximate    10%  increase  over  the   prior  fiscal  year.      Medical 
Examination   Center   activity   is   summarized   as   follows: 


ACTIVITY 

Total  examinations  performed 

5672 

Municipal  Railway   and  other   Class  1   and  2 

Department   of   Motor  Vehicle   examinations 

814 

Special   examinations 

458 

Pre-employment  and   Promotional  examinations 

4400 

REJECTIONS 

.  Initial 

64 

Condition  corrected 

23 

Final 

41 

FINAL    REJECTION  -    DISTRIBUTION    BY    DISEASE  CATEGORY 

9 

C  ar  di  c—  va  sc  ul  ar 

Internal  diseases 

4 

Mu  sc  ul  o- sk  el  et  al 

7 

N euro psychiatric 

16 

Failure    to   meet    statutary  vision  and  hearing 

requirement 

5 

One  trend   that   has  become  apparent  during  the  year   is    the  increased 
emphasis   on   a  health  enhancement    program  for   new  and   promotional   employees. 
The   outpatient    staff   at  San   Francisco  General   Hospital   and  of    the   Community 
Mental  Health  Services  unit  have  also  been  helpful    in   assisting  applicants 
without   health    insurance  or  funds   for  health  care.      Many  private  physicians 
have  cooperated  in  accepting   re-referrals   of    their  own  patients   for  correct- 
ing  problems    that   would  normally  be  a   bar   to  employment. 
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A  second  trend    has  been   the    lower  final   rejection  rate,    0.72% — the   second 
lowest    since  1967.      During    this   period,    the   final  rejection   rate   for  all 
conditions    other  than  neuro-psychiatric   has  diminished.       It    is   possible   that 
effective  therapy   in   the  neuro-psychiatric   area  has  not  matched  advances  in 
management  of  organic   conditions. 

The   age  distribution  of  new  applicants   continues  to  show  an  under-repre- 
sentation   of   women  during  the   years  when  they  must  care  for   small  children. 
The  over- re  presentation  of   men  in  the   over-50  age  group  has   now  shifted   to  a 
slight  increase  value   around  age  45.      This   in  part   accounts   for  the   reduction 
in  cardio- vascular   and  musculo-skeletal  rejections. 


Production  Services 


The  mail  and   reproduction  bureau  provides   services   to   the  department  in 
offset  printing,    mimeographing,    processing   of    incoming   and  outgoing  mail, 
and  routing   of   official   information  to  other  City  departments.      Mail  volume 
during    the  year  increased  by   20%  over  1972-73.      Offset  printing   increased  by 
some   11%  and  more   than   3,000,000  impressions  were  made   during    the  fiscal 
year. 


Police  and  Fire  Examinations 


The  H-2   Fireman  examination  which  has   been  before    the  Federal   Court    (WACO  v. 
Alioto)   since   1970  was  resolved  in  part  during   the   fiscal   year.      Court  Order 
required  that  a    list    of    eligibles  be  established   without  reference    to    the 
written   test    of   June   9,    1973    (a   passing  mark  of   50%   excluded   3    candidates), 
and  a   one-to-one   racial  hiring   quota  was   established.      The  Court   further 
ordered    that    a  follow-up    empirical  validation  study   be  made    to   ascertain 
whether   the  written   test    is    indeed   predictive  of    success  on  the  job.      Beginn- 
ing  January  25,    1974    classes  of   48  appointees  entered    the  Fire  College   for  an 
eight-week  course.      As   of   June   30,    144   individuals  have  been  appointed  and 
seven  had  been  terminated  or  resigned  during   the   Fire   College  program.      Three 
of    these  individuals   are  now  fighting   their  terminations  in  Federal   Court  and 
hearings   are  to  begin   on  July   15,    1974.      Preliminary  work  on  the   empirical 
validation  study  will   be   initiated  in  the  near   future   and  will  be  submitted 
to    the  Court  when   sufficient   data   has  been  gathered.      The  entire  case  is  also 
on  appeal  by  order   of    the  Civil    Service  Commission. 

The  Q-2   Policeman  examination   process  has   been  reviewed   by    the  Federal 
Court   (Officers   for  Justice  v.    Civil  Service   Commission)   and   the  judge  has 
ordered   that    the  "written  test  be  administered  on  September   7,    1974".      As   of 
the  end   of   the  fiscal  year,    some   90%  of   the   test   had  been  completed   under  the 
direction  of  Leonard   Beckum,   Ph.D.    with   consultation   from  Richard  Shavelson, 
Ph.D.,    and   field  testing  will   be   done   in  August,    1974.      The  Q-2   Police   Officer 
examination  will   contain  some  eight   audio-visual    segments  which  will  be 
presented   to   candidates   on   closed-circuit   television  at   the  San  Francisco 
Community   College  District  facilities. 
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This  will  be  the   first  test  of   its   kind   used   by   any  governmental  jurisdiction 
in  the   United   States   and  perhaps   in   the  world.      The  Civil  Service  Commission 
on   behalf   of    the  City  and   County   has  entered   into   a  joint -copyright  with  the 
consultants  named    above  and   should    this   unique   type   of    testing  be  accepted  by 
the   Court,    the  City  and   County   stands   to   be   reimbursed   for  much  of   the   expense 
of  test  preparation. 


Employment  Counseling  Center 


The  Employment  Counseling  Center,    in   its  second  year  of  operation   continues 
to  offer   entry  and   promotional  career  employment   counseling,    administration  and 
development   of   a  broad   range  of  job-site  and   upgrading   training  programs,    develop- 
ment  and  operation   of   grant  funded  employment  programs,    and   target  employment 
recruitment   programs.      All   of    the  center's  activities  are   characterized  by  the 
affirmative  action  emphasis  articulated   through  the   variety  of  entrance  and 
promotional  opportunities. 

Counseling  services  again  play   a  major   role   in   the  Center's  Activity.      The 
demand  for    counseling   now  exceeds   staff   time  available,    indicating   the  need   for 
these   services.      The   counseling   is   available   to   both  prospective  job   candidates 
and  permanent   career   employees.      Counselors   provide  not   only   initial  job 
information,    but  also  provide   assistance   to   their  clients  until  employment   is 
secured.      This  style   of   personalized   assistance  and  concern  has  generated  a 
real  continued   growth   in   the  demands   for  counseling  service. 


The   information  below   presents   counseling   services   provided   in   this   fiscal 


year: 


PERSONS    ASSISTED 

19  73-74 

1972-73 

%  CHANGE 

Male 

3614 

(54%) 

55% 

-1% 

Female 

3057 

(46%) 

45% 

+1% 

TOTAL 

6671 

(100%) 

Caucasian 

3562 

(53%) 

53% 

0 

Black 

1875 

(28%) 

31% 

-3% 

Asian 

593 

(  9%) 

7% 

+2% 

Latino 

370 

(  6%) 

5% 

+1% 

Other 

271 

(    4%) 

4% 

0 

TOTAL 

6671 

(100%) 

CATEGORIES 

OF  ASSISTANCE 

General   Employme 

nt    Information 

5814 

Applied    for  Regular    Examination 

421. 

Employed   Limitec 

Tenure 

or  Emergen 

cy 

217 

Career  Training 

Information 

583 

Disability  Trans 

fers 

16 

Employment    Correspondence 

1841 
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The  Counseling   Center   develops   and  administers   a  variety  of    training 
programs.      These   include  In-Service  Promotional  Programs,   job-site  training, 
related  career  training,    training   reimbursement   and  the  Management   Training 
Program. 

The  In-Service  program,   offered   since  1972,    provides   selected  no   cost 
college  level   training   for  permanent   employees  seeking   lateral  or  upward 
career  mobility.      The  program   is   unique   as   there  are   no   pre-entry  require- 
ments  other  than  permanent    status,   and  no   regular  written   examinations   are 
required.      There  are   presently  300   employees  enrolled   in  some  phase   of    the 
program.      Three   In-Service   eligible   lists  were  published   in   this  year.      The 
program  offerings  include   training  for  accountant,    eligibility  worker,    pay- 
roll  clerk,    senior   clerk,    and  several   typing   and  stenographic  categories. 
All  enrollees   of    this   program  were  previously  unqualified   for  the  job  cate- 
gories   to  which  they  ultimately  received  promotional   appointments.      The 
majority  of    candidates  were  minority   employees. 

In   cooperation  with  the   San  Francisco   Community  College  District,    an 
Advisory  Board  was  appointed   in   early  1974  to  expand  the  development  of 
training  opportunities.      In  June  1974  the  Civil  Service  Commission  began  ac- 
ceptance  of    clerical    training   programs   through  the   college  facilities   in  lieu 
of  regular    examination.      This   is   expected   to  greatly  increase  the  numbers 
of  qualified   junior    college  trained  minority   candidates   for  clerk  typist   and 
clerk   stenographer.      The   training   is   available  at  no  cost  to  both  trainees  of 
city  programs  and   to   the  public  at  large. 

The  Advisory   Board  has   also   been   instrumental   in  developing  a  syllabus 
of  job-stie  training  programs  available  at   no   cost   to  all  City  departments. 
This  training,    to   be   offered  beginning   September  1974,    will   involve  multiple 
core  programs  relating  to  line  and   staff   training  needs.      It   is   the   first 
time  that  such  a   large  scale   coordinated  training   schedule  has   been  available 
to  all   City   departments  under   Civil  Service   sponorship. 

The  needs  of  management  level   employment   are  the   target   for  two   ongoing 
training  efforts   of    the  Civil   Service  Commission.      The  Management  Training 
Program,    completed   candidate  selection   in   September  1973.      Classes  began   in 
November    1973   at    Golden  Gate   University.      The    trainee  selection   focused,    again, 
on   the  upgrading   of  minority   employees  not   previously   qualified  for  management 
level  appointment.      The    training   group   consists    of    16  minority   candidates   of 
the  total    21   participants.      Training  will  be  completed   in   early  1975,    with 
each   candidate  being   awarded  24  semester  unit  credits   of   graduate   study   in 
all   phases    of    public    administration,    and    the  opportunity   to   qualify  for 
promotional  management  examinations. 
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Management    training   is   being  expanded  further   by   a  pilot   program  to   be 
offered  cooperatively  with   the  Inter-governmental  Management  Development 
Institute,    a  regional  public  management    training    center.      In  late  1974,    15 
candidates    from  various  City  departments  will   be   selected   for   10  to  13  days 
of  concentrated  study    in  management   theory   and  practice.      This   pilot   is  being 
offered  at  no  cost   to  the   City.   The  normal   cost  would  be  in  excess  of  $15,000. 
If   the   pilot  proves  successful  a   similar  program  will   be  made   available  to  a 
broader  group   of   City   employees. 

In   cooperation  with  San   Francisco  State   University  an   external   Bachelors 
degree  program  will   be   offered  to  City  employees   beginning  September   1974. 
The   program  is  designed  for  working  people  who   have   completed   56  units   of 
college  study.      It  includes  experiential  credits,    individual  study,    challenge 
examinations,   and   classroom  study.      It  has   been  developed  especially  for 
employees  who  become  deadened  in  job   areas  that  require   four  year   degrees 
for   promotional  eligibility.      We  anticipate  that  costs  will   be   subsidized 
by  way  of  a   federal  grant   now  in  process   of   application,    and  city  supple- 
mental   training   funds.      There  have  never   been  more   opportunities   for    continuing 
education  and   career  mobility   in  City   service.      The  efforts   of    the  Civil   Service 
Commission  are   directed   to   creating  more   attractive   career   opportunities  in 
order    to   promote  and   retain   the  best  available   talent   in  City   service. 

Finally,    the  Civil    Service  Commission  provided  permanent    employees  with 
$10,000   for  training  reimbursement   in   this   year.      Approximately   150  employees 
were   able    to    improve  their    skills   with   the  financial   assistance   and  encourage- 
ment of  the   Commission. 

In  August  1973  the   Civil  Service   Commission  was  awarded   a  $4,000  grant 
by    the  State   Personnel  Board    to    evaluate    the   feasibility   of    entering    into 
the  State   Career   Opportunities  Development    program.      This   preliminary  grant 
was  followed  in  October    1973,    by   the   development  of   two   further  grants  under 
COD.      The  first   grant,    for   $79,000,    was    awarded   in  order    to   undertake  14 
months  of   career  opportunity   analysis    in    the  Public  Library   and  Sheriffs 
Department.      The  second  grant,    for   nearly   $700,000,   was   to   provide  salaries 
for   100  trainees  with  a   selection  emphasis  on  minority  and  disadvantaged 
persons. 

The    COD  project    staff  was    selected    in   late   1973,    including   a  project 
supervisor,    departmental  coordinator,    jobs  coordinator   and  manpower  planner. 
The   staff  was    selected   for  racial  balance,    relevancy   of   experience,   and 
continuity   potential.       Following  selection,    the    staff   received  one  week  of 
specialized  program   training    in   Sacramento.      The  Library  project   began  in 
March   1974,   and   is   scheduled  for   completion   in   late    (September).      The  jobs 
component    has,    to    date,    hired    35    trainees    in   the   categories  clerk   typist 
and  clerk   stenographer,    with   OJT  placements   in  several   City   departments. 
Ot    this   hiring    14    participants    have   already  obtained  job   eligible   status 
through  training   in  lieu  of   examination.      If   this  program  proves    to   be   as 
successful    as    these  early   results   indicate,    the  Commission  may    expand   future 
involvement. 
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The  Center  continues   to   broaden  recruitment   activity  by   providing 
improved  liaison   to   cooperating  agencies,    and  by  direct  outreach  field 
activity.      The   Center   staff  has  worked   actively   in  a  consortium  of   local 
public   employers  to  assist  in  providing   employment   information  to   local 
school   vocational    counselors.      In  March   1974   the  Civil   Service  staff 
initiated  a   recruitment  meeting   program  attended  by  60  community   repre- 
sentatives,   directed  to  improving   communications   regarding  employment 
opportunities    and  procedures.      Following    the  meeting   a  community   agency 
listing  was   developed  to  serve   as   a  mail-out  base  for   all  new  job  listings. 
The  Center  now  mails  new  job  information   twice  monthly   to   over   100  local 
agencies.      Although  this   is  yet    to   be   a  comprehensive   community  job 
information  system,    the  mail-out  program   is   a  significant   expansion  of 
previous  recruitment   communications   efforts. 

Outreach   field  recruitment   has  involved  frequent   field  visits   to   local 
schools   and  colleges,    as  well   as   special  target  activity.      The  Center  has 
been   continuously   involved    in   the  Police  and   Sheriff  minority  recruitment 
efforts.      As   a  result  of   this  record  cooperative   recruitment  effort,    nearly 
50%  of  present   applicants    for  Police  Officer   are  minorities,    including  women. 
Recruitment    has  also   included  liaison  with   ex-offenders   programs    to   assist 
in   re-entry   employment   efforts.      The  long  range   recruitment  goal   is   increas- 
ed numbers   of   qualified  minority  applicants,    reflective   of    the  communities 
of    the  City.      Recruitment  is   the   first,    and  perhaps  most   critical   effort, 
in  achieving    this   balanced   employment   goal. 

The   Center   concludes    a  year  of   growth  and   assistance    to    the  public, 
with  anticipation   of   new  activity  and   goals  framed   in  the  paramount  concern 
with   and  commitment   to  meaningful  employment  assistance  and    improved   employ- 
ment opportunities. 
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General  Program 


During  1973-74    this   division  was  able  to  bring   all  permanent 
vacancies  within  the    testing   framework.      In  doing   so,    the   division  has 
placed  special   emphasis   on   the  following  areas: 


Job  Analysis 


The  majority  of   examinations  are  now  prepared  as  a   result   of    thorough 
job  analysis  techniques.      Some   examinations   such  as    those  for  Q-2  Police 
Officer   and  8440  Probation  Officer  have  been  subjected   rigorous    task 
analysis   and  scientific  measurement    techniques. 


Affirmative  Action  Programs 


The   division   staff  has   worked  with   the  Human  Rights   Commission  and 
through  various  committees  such  as  the  Civil  Service  Task  Force  and   the 
Employment  Committee   of    the  Human  Rights   Committee  to  enhance  affirmative 
action  programs.      Specialized  recruiting   in   the  various  minority   communi- 
ties  has  been  accomplished  through   streamlined  recruitment    techniques   and 
utilizing    specialized  programs   such  as   the  Minority   Recruitment  Program 
for  Police  Officer  which  was   funded   by  Federal  grant. 

Each  examination    is   reviewed    from   the  basic   requirements    through  the 
test   and  scoring   procedures    to   determine  that  all   requirements   are  bona- 
fide   occupational    requirements    that   do   not  unnecessarily   screen   out 
disproportionate  numbers   of   women  and  minorities. 

The  Human  Rights   Commission  has  been  preparing   an   annual   survey  of 
employees  by  race,    ethnic,    and   sex  group   for   the  past   few  years.      We  were 
pleased  to  note  that  the   percentage   of  minorities   in   the  City  and   County 
employment    increased  by  one   percent   to  a   total  of    33.5%   from  December    31, 
1971   to  December   31,    1972.      It   is  unfortunate   that    they  were   unable    to 
prepare  a   report   fro  December  31,    1973  but   it  appears    that   this  percentage 
is   continuing    its  average   increase  of   one  percent   since  1964  when  the   first 
survey  was   made.      This  one   percent   increase  per   year   is   quite  sufficient   in 
view  of  low   turnover   rates  during  many  fiscal  years   and  the   increased 
integration   of   many   departments  such  as   the  Municipal  Railway   and   the 
Sheriff's  Department. 

The  following    charts    present  Recruitment   and  Examination  Division 
statistical  data  as   compared  with  the  prior   fiscal  year.      During    this 
current  year  there   has  been  a   20%   increase  in  certifications,    4%   increase 
in  number   of   eligibles  placed  on  lists,    and   13%   increase  in  number  of 
examinations  announced.      Detailed  percentage  breakdowns  are  also   shown. 
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Statistical  Summary 


NUMBER  OF  EXAMINATION   ANNOUNCEMENTS  PUBLISHED: 


1972-1973 

1973-1974 

PROMOTIVE 

ENTRANCE 

TOTALS 

PROMOTIVE        ENTRANCE 

TOTALS 

JULY 

14 

9 

23 

12 

11 

23 

AUGUST 

20 

67 

87 

19 

21 

40 

SEPTEMBER 

10 

10 

20 

24 

22 

46 

OCTOBER 

13 

12 

25 

25 

42 

67 

NOVEMBER 

10 

63 

73 

8 

20 

28 

DECEMBER 

1 

2 

3 

21 

23 

44 

JANUARY 

6 

19 

25 

19 

31 

50 

FEBRUARY 

17 

19 

36 

16 

20 

36 

MARCH 

14 

15 

29 

9. 

13 

22 

APRIL 

8 

18 

26 

27 

19 

46 

MAY 

13 

17 

30 

15 

19 

34 

JUNE 

16 

24 

40 

18 

11 

29 

GRAND  TOTALS: 

142 

275 

417 

213 

252 

465 

ANNOUNCEMENTS : 

1972-1973 

1973-1974 

ENTRANCE 

275 

(66.6%) 

252 

(54.2%) 

(  8% 

Decrease) 

PROMOTIVE 

1*»(33.4%) 

213 

(45.8%) 

(54% 

Increase) 

TOTAL: 

411 

465 

(13% 

Increase) 

NUMBER  OF  CERTIFICATIONS: 


1972-1973 

1973-1974 

PERMANENT 

TEMPORARY 

TOTAL 

PERMANENT      TEMPORARY 

TOTAL 

JULY 

82 

224 

306 

452 

96 

548 

AUGUST 

113 

289 

402 

522 

165 

687 

SEPTEMBER 

80 

113 

193 

387 

569 

956 

OCTOBER 

220 

85 

305 

463 

219 

682 

NOVEMBER 

402 

191 

593 

267 

183 

450 

DECEMBER 

470 

181 

651 

223 

112 

335 

JANUARY 

384 

202 

586 

404 

151 

555 

FEBRUARY 

344 

112 

456 

344 

112 

456 

MARCH 

406 

88 

494 

307 

111 

418 

APRIL 

425 

72 

497 

39  7 

227 

624 

MAY 

428 

170 

598 

341 

150 

491 

JUNE 

366 

129 

495 

238 

264 

502 

GRAND  TOTALS: 

3,720 

1,856 

5,576 

4 

,345 

2,359 

6,704 

CERTIFICATIONS: 

1972- 

1973 

1973-1974 

PERMANENT 

3, 

720 

4 

345 

(17% 

Increase) 

TEMPORARY 

1, 

856 

_2j 

369 

(28% 

Increase) 

TOTAL: 


5,576 


6,704      (20%  Increase) 
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NUMBER   OF    ELIGIBLES  AND   NUMBER   OF    ELIGIBLE   LISTS  POSTED: 


1972- 

19  73 

PROMOTIVE 

ENTRANCE 

MONTHLY 

TOTAL 

LISTS 

LISTS 
19 

TOTALS 
21 

ELIGIBLES 

JULY 

2 

543 

AUGUST 

5 

19 

24 

431 

SEPTEMBER 

14 

14 

28 

551 

OCTOBER 

15 

29 

44 

1430 

NOVEMBER 

19 

31 

50 

780 

DECEMBER 

10 

32 

42 

361 

JANUARY 

13 

30 

43 

1543 

FEBRUARY 

15 

23 

38 

941 

MARCH 

10 

38 

48 

1112 

APRIL 

11 

23 

34 

836 

MAY 

12 

35 

47 

1129 

JUNE 

28 

31 

59 

959 

GRAND   TOTALS: 

154 

324 
1973- 

478 
1974 

10,616 

PROMOTIVE 

EN TRANCE 

MONTHLY 

TOTAL 

LISTS 

LISTS 
38 

TOTALS 
48 

ELIGIBLES 

JULY 

10 

891 

AUGUST 

10 

27 

37 

449 

SEPTEMBER 

5 

16 

21 

313 

OCTOBER 

4 

16 

20 

288 

NOVEMBER 

4 

26 

30 

976 

DECEMBER 

2 

45 

47 

2402 

JANUARY 

7 

18 

25 

1095 

FEBRUARY 

18 

27 

45 

1438 

MARCH 

11 

35 

46 

825 

APRIL 

12 

25 

37 

512 

MAY 

23 

36 

59 

1013 

JUNE 

16 

28 

44 

901 

GRAND   TOTALS: 

122 

337 

459 

11,103 

LISTS: 

1972-1973 

1973-1974 

ENTRANCE 

324 

337 

(   4% 

Increase) 

PROMOTIVE 

154 

122 

(21% 

Increase) 

TOTAL: 

478 

459 

(   4% 

Increase) 

ELIGIBLES 

10 

6#6 

11 

103 

(   4% 

Increase) 
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Personnel  Council 


The   Personnel  Council,    composed  of  departmental  personnel   officers 
and  personnel   representatives  of  City  departments,   meets   bi-monthly   to 
discuss  mutual  problems,    as   well   as  policies   and  practices   of   the  Civil 
Service  Commission.      The  Council  was  established   in  January  of   1972, 
under  the   direction  of  Bernard   Orsi,   General  Manager,    Personnel. 

The  Council   continues  to  serve   as   a  sounding  board   for  new  proposals 
and   as   a  forum  where  information   can  be  disseminated.      Most    importantly, 
the  expertise   and  ability   of    the  departmental  representatives   provides 
an   invaluable   resource   to   the  staff   of    the  Civil   Service  Commission. 

Of   primary  concern   to    the  Council   during   the  past  year  was   the  Comm- 
ission's  continuing    effort   to   eliminate  limited   tenure   or  provisional 
appointments  from  the   system.      There  were   several  special  meetings   held 
to   discuss  this  subject,    so  that  departments   could  be  advised   of    the 
latest  developments  and   procedures. 

The   Council's  regular   agenda   included   such   topics   as   implementation 
of    the  Employee  Relations   Ordinance,    proposed   Civil  Service   Commission 
rule   changes,    Salary   Survey   for  the   1974-1975  fiscal  year,    revision  of 
certain  Civil   Service  Commission  forms,    residence   requirements   for  City 
employees,    establishment   of   an  Employee  Transfer   policy,    and   proposed 
Charter  Amendments. 

In   addition    to    the  regular   exchange   of    information,    the  Personnel 
Council  made  several   special  investigations  during  the  year.      A  committee 
report  was   made   on   the  feasibility   of   departments  computing   turnover   rates 
for    employees.       It   was  determined   that  although  this   information  would  be 
valuable,    it   would  have  to  be  delayed   pending  additional  staffing.      Another 
committee    suggested  proposals    for  Amendments   to   the   administrative   provis- 
ions of   the    Salary    Standardization  Ordinance. 
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City  and  county  of  San  Francisco 

CIVIL  SERVICE  COMMISSION 
181    CITY  HALL. 


JOSEPH  C.  TARANTINO,  PRESIDENT 

WILLIAM  JACK  CHOW,  VICE  PRESIDENT 

ROBERT  J.  COSTELLO,  COMMISSIONER 

8ERNAR0  0RSI 

GENERAL  MANAGER,  PERSONNEL 


The  Honorable 

Mayor  Joseph  L.   Alioto 

Room  200,    City  Hall 

San  Francisco,    California     94102 


Dear  Mayor  Alioto: 

On  behalf  of  the  members  of  the  Civil  Service  Commission  and 
in  accordance  with  the  Charter,    I   submit  the  Annual  Report  of  the 
Civil   Service  Commission  for  the  fiscal  year  1974-75.      This  was   a 
year  of  special    significance  for  the  Civil  Service  Commission   in 
that   it    is   the  75th  Anniversary  of  the  formation  of  this  Commission 
and  the   institution  of  the  merit  system  in  the  City  and  County  of 
San  Francisco. 

We  hope  you  agree  that  this   report  of  the  75th  year  of  our 
activity  reflects   continuing  progress  by  the  Department  in  meeting 
both    long-standing  problems  and  new  challenges  with  solutions   that 
are  in  the  best   interests  of  the  citizens   of  the  City  and  County 
of  San  Francisco. 

The  Commission  expresses  its   appreciation  to  Mr.    Bernard  Orsi, 
General  Manager,    Personnel,    and  commends  the  members  of  his   staff 
for  their  diligent  efforts   in  providing  the  necessary  creative  and 
responsive   leadership   in  administering  an  effective  personnel  system. 

We    look  forward  to  another  year  of  progress   in  the  development 
of  a  personnel    system  capable  of  responding  to  ever- increasing 
challenges   and  in  implementing  our  Charter  mandate  "for  the  good  of 
the  Public  Service." 

Respectfully  submitted, 

CIVIL -SERVICE  COMMISSION 
7V 


y/2/tfU(Ma) 


Joseph  C.    Tarantino 
President 


City  and  County  of  San  Francisco 

CIVIL  SERVICE  COMMISSION 
181    CITY  HALL 


JOSEPH  C.  TARANTINO.  PRESIDENT 

WILLIAM  JACK  CHOW,  VICE  PRESIDENT 

ROBERT  J.  COSTELLO,  COMMISSIONER 

BERNARD  ORSI 

GENERAL  MANAGER,  PERSONNEL 


The  Honorable  Civil  Service  Commission 

Room  151,  City  Hall 

San  Francisco,  California 


Dear  Commissioners: 


The  Year  1975  marks  the  completion  of  75  years  of  activity  of  the 
Civil  Service  Commission,  and  included  in  this  Annual  Report  for  the 
fiscal  year  ending  June  30,  1975,  is  a  section  commemorating  this 
anniversary.  This  report  also  reflects  the  scope  and  variety  of 
programs  undertaken  and  outlines  the  major  accomplishments  of  this 
75th  year  of  service. 

This  was  a  year  of  exceptional  achievement  and  productivity  for 
your  department  as  evidenced  throughout  this  report.   Of  special  note 
is  the  statistical  report  demonstrating  that  more  than  one-half  of 
the  appointments  made  were  to  individuals  from  minority  race  and 
ethnic  background  groups,  and  ^he  award  for  Achievement  in  Responsive 
Public  Programs  for  1975  from  the  American  Society  for  Public  Adminis- 
tration for  the  Commission's  Management  Training  Program. 

On  behalf  of  the  staff  of  the  Personnel  Department,  I  wish  to 
express  a  sincere  thank  you  to  the  members  of  the  Civil  Service 
Commission,  the  Board  of  Supervisors,  and  civic,  labor  and  employee 
organizations  for  their  interest  and  their  cooperation  in  our  attempts 
to  develop  a  progressive  and  responsive  personnel  system  for  the  City 
and  County  of  San  Francisco. 

I  particularly  wish  to  thank  the  members  of  my  staff  for  their 
support  and  efforts  in  this  productive  year  of  moving  toward  the  goal 
of  making  our  department  the  most  dynamic,  progressive  public  agency 
in  the  United  States. 


ctfully  submit 


fBernard  Orsi 
General  Manager,  Personnel 


HIGHLIGHTS  OF  FISCAL  YEAR  1975-76 


MINORITY  ELIGIBLES  RECEIVED  50.3%  OF  APPOINTMENTS  FROM  CIVIL  SERVICE 
LISTS. 


THE  CIVIL  SERVICE  COMMISSION  MANAGEMENT  TRAINING  PROGRAM  RECEIVED  THE 
AWARD  FOR  ACHIEVEMENT  IN  RESPONSIVE  PUBLIC  PROGRAMS  FOR  1975  FROM  THE 
AMERICAN  SOCIETY  FOR  PUBLIC  ADMINISTRATION. 


NO  "ADVERSE  IMPACT"  ON  MINORITIES  WAS  FOUND  BY  COURT  IN  POLICE  OFFICER 
TEST. 


DEVELOPMENT  OF  THE  FIRST  MANAGEMENT  LIST  FOR  PROMOTION  OF  PREVIOUSLY 
UNQUALIFIED  WOMEN  AND  MINORITY  CITY  EMPLOYEES. 


11,445  NAMES  PLACED  ON  ALL  ELIGIBLE  LISTS.   6,206  APPOINTMENTS  MADE 
FROM  CIVIL  SERVICE  ELIGIBLE  LISTS. 


11,832  COUNSELING  TRANSACTIONS  BY  THE  EMPLOYMENT  COUNSELING  CENTER. 


THE  INFORMATIONAL  DELIVERY  SYSTEM  FOR  PROSPECTIVE  APPLICANTS  INCLUDED 
A  "HOW  TO  GET  A  JOB"  BROCHURE  TO  PROVIDE  MORE  CONVENIENT,  CORRECT  AND 
READY  ACCESS  TO  APPLICATION  AND  TESTING  INFORMATION. 


THE  PERSONNEL  NEWSLETTER  BEGAN  AS  A  MONTHLY  PUBLICATION. 


DEVELOPMENT  OF  A  "FLEXIBLE  STAFF"  CONCEPT  TO  BE  USED  IN  VARIOUS  CLASS 
SERIES  SUCH  AS  SECRETARIAL,  ACCOUNTING,  PROBATION,  PERSONNEL,  PLANNING, 
ENGINEERING  AND  OTHERS  WHICH  WILL  ALLOW  EMPLOYEES  TO  CONTINUE  SERVING 
IN  A  DEPARTMENT  FOLLOWING  PROMOTION. 


Achievement  in  Public  Administration  Award 

THE  BAY  AREA  CHAPTER 

of  the 

AMERICAN  SOCIETY  FOR  PUBLIC  ADMINISTRATION 

Honors  The 

City  mtt  County  of  Smyrtmasco —Civil  Soviet  Commtesxovi 

for 

Manaacmcnt  Irdmtna  Qroarawi 

Achievement  in  Responsive  Public  Programs 

1975 


Robert  Coop  (J  "-^         Llzette  Wells 

n,  Awards  Committee  President 


INTRODUCTION 


75th  ANNIVERSARY 


The  merit  system  was  established  in  San  Francisco  in  1900,  making  the 
City  and  County  or^  of  the  oldest  merit  system  agencies  in  the  United  States- 
only  Chicago,  New  York  and  a  few  other  Eastern  municipalities  pre-date  this. 

The  first  Commissioners,  P.H.  McCarthy,  John  E.  Quinn,  and  Richard  Freud, 
were  appointed  by  Mayor  James  D.  Phelan  on  December  30,  1899.  The  Commission 
formally  organized  on  January  5,  1900,  with  the  appointment  of  Richard  Freud 
as  president.   The  first  competitive  examination  was  held  on  January  8,  1900, 
and  as  a  result  Edward  F.  Moran  was  appointed  Chief  Examiner  and  Secretary 
of  the  Commission. 

The  offices  of  the  Commission  opened  to  the  public  at  noon,  January  8, 
1900,  and  by  5:00  p.m.,  621  Laborers'  applications  were  received  and  hundreds 
of  applications  for  examination  were  issued. 

The  first  classification  plan  was  adopted  on  February  5,  1900.  There 
were  68  classifications  in  the  seven  services,  which  were  A-Clerical, 
B-Mechanical,  C-Custodian,  D-Engineering,  E-Medical,  F-Police,  and  G-Fire. 

By  June  30,  1900  18  forms  had  been  developed  and  several  Rules  and 
Publications  had  been  adopted.  One  of  the  first  of  these,  Regulation  No. 4, 
Publication  No.  3,  set  forth  the  means  of  marking  and  sealing  examination 
identification  sheets  which  is  still  in  use  today  (this  system  prevents  the 
possibility  of  collusion  in  the  scoring  process) . 

In  addition  to  the  test  administered  January  8,  1900,  5  examinations 
were  held.  Appendix  A  to  the  Annual  Report  of  1899-1900  summarized  this 
examination  activity: 


APPENDIX  A--REPORT  OF  CIVIL  SERVICE 
COMMISSIONERS. 


EXAMINATION. 


DATE. 


Copyist 

Sewer  Cleaner 

Stenog-Typo 

Court-Stenographer. 
Ordinary  Clerk 


March  14,  1900. 
March  20,  1900. 
April  2,  1900.. 
April  2,  1900.. 
June  15,  1900. . 


575 

128 

52 

8 

686 


460 

115 

36 

7 

436 


181 

94 

16 

5 

152 


279 

21 

20 

2 

284 


60.65 
18.26 
55.55 
28.57 
65.13 


36 

14 

5 

4 

92 


Examinations  held 5 

Applicants  examined 1,054 

Applicants  passed 448 

Applicants  failed 606 

Percentage  of  failures 57.49 

Eligibles  employed 151 

Laborers  employed 39 


The  budget  of  the  Commission  for  this  one-half  fiscal  year  was  also 
set  forth  in  the  annual  report  as  follows: 


EXPENSE  ACCOUNT. 


The  expense  of  the  Civil  Service  Commission  for  stationery  and 
printing  since  January  8,  1900,  has  amounted  to  $1,021.92.  Other  expenses 
incidental  to  examinations  and  the  office  amounted  to  $192.15.  The  total 
expenses  for  the  past  six  months  has  been  as  follows: 


SALARIES 


AMOUNT 


TOTAL 


Commissioners 

Chief  Examiner 

Clerk 

Stenographer 

Stationery 

Deduct  value  of  stock  on  hand  (See  Appendix  C) 

Miscellaneous 


;i,800.00 

1,200.00 

600.00 

375.00 


;i,021.92 
350.00 


$   192.15 


$3,975.00 


671.92 


192.15 


TOTAL . 


$4,839.67 


The  stationery  account  includes  a  typewriter,  cost  $93;  a  neostyle 
machine,  cost  $50;  the  cost  of  issuing  over  20,000  copies  of  the  Commis- 
sioner's publications;  the  cost  of  printing  many  thousands  of  application 
blanks  and  forms  of  the  Commission;  the  manufacture  of  the  necessary  re- 
cord books  for  the  office;  the  printing  of  the  examination  papers; 
furnishing  ink,  pens  and  blotters  for  1,054  examined  applicants;  5,000 
postage  stamps;  office  paper,  evelopes  and  all  the  many  incidentals 
necessary  for  the  establishment  of  a  very  important  branch  of  the  city 
government . 

It  is  of  note  that  the  salary  of  Civil  Service  Commissioners  in 
1900  was  $100  per  month.   In  75  years,  they  have  yet  to  receive  a  raise! 


THE  CIVIL  SERVICE  COMMISSION 


MEMBERSHIP 

The  Civil  Service  Commission  is  composed  of  three  members,  each 
appointed  to  serve  a  six-year  term.  Those  serving  on  the  Commission  during 
Fiscal  Year  1974-75  were  the  Honorable  Robert  J.  Costello,  President;  the 
Honorable  William  Jack  Chow,  Vice  President  and  the  Honorable 
Joseph  C.  Tarantino. 


MEETINGS  &  HEARINGS 


During  Fiscal  Year  1974-75,  the  Civil  Service  Commission  met  a  total 
of  60  times. 

The  Commission  conducted  23  Regular  and  14  Special  Meetings  in  order 
to  review  classification,  salary  and  wage,  in-service,  miscellaneous,  and 
examination  matters.  The  Commission  considered  176  classification  items 
which  resulted  in  the  establishment  of  114  new  positions,  75  new  classifi- 
cations, consolidation  of  11  classes  and  amendment  to  19  class  specifications, 
The  Commission  also  reviewed  623  other  classification  studies  and  99  personal 
services  contracts.  Among  the  84  salary  and  wage  matters  considered  by  the 
Commission  were  the  surveys  of  Police,  Fire  and  Municipal  Railway  rates  of 
pay.   The  Commission  also  reviewed  collective  bargaining  agreements  per- 
taining to  the  establishment  of  the  rates  of  pay  of  craft  employees.  Eighty 
items  of  in-service  activities  were  considered  and  53  miscellaneous  items. 
The  Commission  considered  194  items  regarding  appeals  of  examinations. 

The  Commission  also  held  23  Special  Meetings  to  consider  separations 
from  the  service  and  reviewed  160  resignations;  114  terminations  of  limited 
tenure  appointments;  160  terminations  of  entrance  probationary  appointments; 
12  terminations  of  promotive  probationary  appointments  and  43  terminations 
of  temporary  appointments.   In  addition,  the  Commission  considered  off 
calendar  24  dismissals  by  appointing  officers  of  permanent  appointees. 


RESPONSIBILITIES 

The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the  employ- 
ment and  personnel  department  of  the  City  and  County  that  determines  appoint- 
ments on  the  basis  of  merit  and  fitness  as  shown  by  appropriate  tests.  The 
Commission  classifies  and  reclassifies  all  places  of  employment  in  City 
departments,  including  those  exempted  by  Charter.   Derived  from  the  Charter 
provisions  is  the  concept  that  the  Civil  Service  Commission's  major  responsi- 
bility is  rendering  service  to  departments  and  employees. 


BUDGET 


The  following  summarizes  expenditures  for  the  Civil  Service  Commission 
for  the  fiscal  year  ending  June  30,  1975: 


RECEIPTS: 

Budget  Appropriation  for  1974-75 

EXPENDITURES: 

Salaries  -  Permanent  $1,209,705.09 

Salaries  -  Overtime  3,690.76 

Salaries  -  Temporary  55,571.89 

Special  Services  2,078.60 

Oral  Board  Expenses  5,061.64 

Automobile  -  Maintenance  180.00 

Automobile  -  Fuel  196.65 

Telephone  19,891.84 

Postage  12,142.83 

Travel  Expenses  839.69 

Advertising  and  Printing  1,259.20 

Equipment  -  Maintenance  and  Repair  1,921.93 

Equipment  -  Rentals  4,512.92 

Dues,  Memberships,  Subscriptions  890.36 

Tabulating  Services  7,500.00 

Fingerprinting  8,368.64 

Reproduction  2,207.88 

Medical  Supplies  2,541.47 

Office  Supplies  19,916.02 

Books  and  Periodicals  655.01 

Capital  Outlay  -  Office  Equipment  2,860.84 

Salary  Survey  8,203.50 

Police  and  Fire  Examinations  114,482.95 


$1,507,412.64 


TOTAL  EXPENDED 


$1,484,679.71 


EMPLOYEES 


The  Civil  Service  Commission  Department  is  allocated  96  permanent 
positions  enumerated  as  follows: 


Class  Number 


Title 


Number 


120 

1202 

1212 

1214 

1216 

1217 

1240 

1242 

1244 

1246 

1248 

1278 

1284 

1288 

1292 

1402 

1422 

1424 

1426 

1444 

1446 

1528 

1706 

1760 

1764 

2430 


Commissioners 

Personnel  Clerk 

Timeroll  Audit  Clerk 

Senior  Timeroll  Audit  Clerk 

Principal  Timeroll  Audit  Clerk 

Senior  Certification  Clerk 

Assistant  Personnel  Analyst 

Personnel  Analyst 

Senior  Personnel  Analyst 

Principal  Personnel  Analyst 

Assistant  Division  Manager,  Personnel 

Division  Manager,  Personnel 

Assistant  Secretary,  Civil  Service  Comm. 

Assistant  General  Manager,  Personnel 

General  Manager,  Personnel 

Junior  Clerk 

Junior  Clerk  Typist 

Clerk  Typist 

Senior  Clerk  Typist 

Clerk  STenographer 

Senior  Clerk  Stenographer 

Administrative  Secretary 

Telephone  Operator 

Offset  Machine  Operator 

Mail  and  Reproduction  Service 

Supervisor 
Medical  Examination  Assistant 

TOTAL  PERMANENT  POSITIONS: 


3 
4 
7 
1 
1 
1 
12 
9 
8 
9 
5 
2 


9 
6 

3 
4 
2 
1 
1 
1 

2 

96 


Departmental  organization  is  shown  by  the  Chart  following: 
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CETA   EMPLOYEES 

The  Civil  Service  Commission  has  also  been  provided  with  the 
following  employees  funded  under  the  Comprehensive  Employment  and  Training 
Act  (CETA) : 


Class  Number 

1202 

Personnel  Clerk 

1212 

Timeroll  Audit  Clerk 

1240 

Assistant  Personnel  Analyst 

1402 

Junior  Clerk 

1424 

Clerk  Typist 

1650 

Accountant 

1760 

Offset  Machine  Operator 

12 
1 

12 
1 

12 
1 
1 


TOTAL  EMERGENCY  EMPLOYMENT 
ACT  EMPLOYEES 


40 
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MANAGEMENT  &    EMPLOYEE  SERVICES  DIVISION 


SALARY  STANDARDIZATION  SECTION 


The  primary  function  of  the  Salary  Standardization  Section  is  to 
survey  prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a 
basis  for  establishing  rates  of  pay  for  all  City  employees  according  to  the 
provisions  of  the  Charter,  as  well  as  implementing  and  recommending  revisions 
to  the  administrative  provisions  of  the  Salary  Standardization  Ordinance. 
Other  duties  include  conducting  fringe  benefit  and  specialized  surveys  at 
the  request  of  the  Civil  Service  Commission  or  Board  of  Supervisors,  com- 
pleting survey  questionnaires  for  other  jurisdictions,  and  implementing 
the  salary  plan  by  coordinating  salary  matters  with  all  City  departments. 

Salary  Standardization  is  done  in  the  following  manner: 


POLICE  &    FIRE 

The  Civil  Service  Commission  staff  conducts  surveys  in  February  and 
August  each  year  of  rates  of  compensation  paid  Policemen  and  Firemen  in 
California  cities  which  have  a  population  of  100,000  or  more.  The  results 
of  these  surveys  are  reported  to  the  Civil  Service  Commission  which  certifies 
the  rates  to  the  Board  of  Supervisors.  The  Board  of  Supervisors  then  sets  a 
preliminary  rate  in  February  and  a  final  rate  in  August  to  be  effective  the 
preceeding  July  1st.  As  specified  in  the  Charter,  the  rate  fixed  by  the 
Board  of  Supervisors  must  not  exceed  the  highest  rate  of  compen  sation  paid 
Policemen  or  Firemen  in  the  cities  surveyed.   The  survey  also  includes  the 
additional  rates  of  compensation  paid  to  members  of  the  Police  Departments 
assigned  to  two-wheel  motorcycle  traffic  duty. 
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For  the  year  1974-75,  the  Civil  Service  Commission  survey  included 
19  cities.  The  highest  rate  being  paid  was  that  of  the  City  of  Los  Angeles, 
$1387/mo.,  and  the  highest  rate  being  paid  for  two-wheel  motorcycle  duty 
was  by  the  City  of  Los  Angeles,  $145/mo.  The  Board  of  Supervisors  set  the 
rate  of  compensation  paid  Policemen  and  Firemen  in  regular  service  equal  to 
the  highest  rate  shown  in  the  survey  which  resulted  in  an  increase  of  9.99% 
in  pay. 


MUNICIPAL  RAILWAY 

The  Civil  Service  Commission  staff  conducts  a  survey  of  street  railway 
and  bus  systems  in  the  United  States  operating  primarily  within  the  munici- 
palities having  a  population  of  not  less  than  500,000  and  each  such  system 
normally  employing  not  less  than  400  platform  employees  or  coach  or  bus 
operators.   The  Commission  then  certifies  to  the  Board  of  Supervisors  the 
average  of  the  two  highest  wage  schedules  in  effect  on  July  1  for  comparable 
employees  in  the  systems  certified  in  the  report.   The  Board  of  Supervisors 
thereupon  fixes  a  wage  schedule  which  shall  not  be  in  excess  of  the  average 
of  the  two  highest  wage  schedules  so  certified  by  the  Civil  Service  Commis- 
sion. The  Commission  also  analyzes  and  recommends  to  the  Board  of  Supervisors 
the  working  conditions  and  the  amount  equivalent  to  the  dollar  value  of 
differentials  in  the  benefits  in  the  Retirement  System,  Health  Service  System 
and  Vacation  allowances. 

For  the  year  1974-75,  the  survey  certified  by  the  Civil  Service  Commis- 
sion showed  that  the  Manhattan  and  Bronx  Surface  Transit  Operating  Authority 
and  the  New  York  City  Transit  Authority  paid  the  highest  rates  for  platform 
personnel  as  of  July  1,  and  the  average  of  the  two  was  $6,225  per  hour, 
effective  July  1,  1974,  $6.4125  per  hour  effective  December  1,  1974,  and 
$6.7325  per  hour  effective  April  1,  1975.  This  represented  6.003%,  9.195%, 
and  a  14.645%  increase  respectively  in  the  base  pay. 


CRAFTS 

The  wages  of  craft  employees  working  for  the  City  and  County  service 
are  established  by  the  rates  of  pay  under  collective  bargaining  agreements 
in  private  industry  and  such  rate  is  generally  prevailing  and  paid  in 
San  Francisco. 

The  Civil  Service  Commission  on  or  piror  to  April  1,  of  each  year 
certifies  to  the  Board  of  Supervisors  rates  of  pay  generally  prevailing 
for  crafts  in  City  employment.   The  Board  of  Supervisors  by  Ordinance  adopts 
these  rates  to  be  paid  effective  July  1  following. 

The  Civil  Service  Commission  on  or  before  the  second  Monday  of  July 
reviews  all  craft  rates  and  reports  to  the  Board  of  Supervisors  any  modifi- 
cations effective  July  1.  The  Board  of  Supervisors  by  Ordinance  no  later 
than  July  25  revises  all  craft  rates  and  such  amendments  are  retroactive  to 
July  1  for  payment,  and  in  1974-75  the  average  increase  in  this  category 
amounted  to  14.0%. 
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MISCELLANEOUS  EMPLOYEE'S  BENCHMARK 


The  Civil  Service  Commission  salary  recommendations  for  1975-76 
were  the  result  of  a  comprehensive  investigation  and  survey  required  under 
the  provisions  of  Charter  Section  8.401. 

As  implemented  in  1972,  the  survey  was  restricted  to  a  number  of 
key  or  benchmark  classes.  All  related  classifications  were  then  grouped 
with  the  selected  benchmark  classifications  to  create  an  occupational  family. 
The  data  collected  included  comparable  rates  in  both  private  and  public 
employment.   The  survey  of  private  employment  was  made  by  the  Bay  Area 
Salary  Survey  Committee  and  included  503  firms  operating  in  San  Francisco, 
Bay  Area,  each  employing  approximately  50  or  more  persons.  The  survey  of 
public  employment  uses  jurisdictions  selected  as  being  most  comparable  to 
San  Francisco  by  reason  of  size,  geographical  location  and  scope  of  operation. 
These  included: 

Alameda  County 

Contra  Costa  County 

San  Mateo  County 

Santa  Clara  County 

City  of  Oakland 

Sacramento  County 

East  Bay  Municipal  Utility  District 

Los  Angeles  County 

City  of  Los  Angeles 

Los  Angeles  Water  and  Power 

Orange  County 

San  Diego  County 

Los  Angeles  Community  College  District 

San  Diego  Community  College  District 

Peralta  College  District 

San  Mateo  Community  College  District 

Foothill  Community  College  District 

Contra  Costa  Community  College  District 

State  of  California 

University  of  California,  San  Francisco  Medical  Center 

University  of  California,  Berkeley  Campus 

United  State  Government 

Los  Angeles  City  School  District 

San  Diego  Unified  School  District 

Oakland  City  Unified  School  District 

Major  emphasis  was  directed  towards  long  standing  inequities  in  the 
internal  relationships  between  classes.   66  classes  were  recommended  to 
receive  a  2  1/2%  to  10%  increase  to  help  achieve  the  proper  alignment  of 
all  classifications. 
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Staff  recommendations  were  as  follows: 

1.  The  above-mentioned  internal  relationships  adjustments 

2.  6%  accross  the  board 

3.  Data  adjustments  for  234  classes  ranging  from  2  1/2%  to  10% 

4.  Craft  related  formulas  at  6% 

5.  Salaries  of  Nurses,  Hospital  and  Institutional  Workers,  and 
Janitorial  and  related  classes  be  transferred  to  the  provisions 
of  Section  8.403  of  the  Charter.  These  36  classes  cover  some 
3100  employments. 

The  Civil  Service  Commission  adopted  the  staff  report  after  increasing 
the  6%  figures  to  8  1/2%.  The  total  estimated  cost  of  the  recommendations 
as  amended  was  14  1/4  million  dollars. 

These  recommendations  were  submitted  to  the  Board  of  Supervisors  on 
January  27,  1975.   Referrals  by  the  Board  of  Supervisors  increased  the 
Civil  Service  cost  by  1/2  million  dollars. 

The  final  Salary  Standardization  Ordinance  as  passed  by  the  Board  of 
Supervisors  contained  raises  ranging  from  4.5%  to  10%  with  an  average 
increase  of  6.42%.   This  was  finally  adopted  by  the  Board  of  Supervisors 
on  March,  1975. 


CLASSIFICATION   SECTION 

Position  classification  is  the  basic  tool  of  personnel  management. 
It  is  the  process  of,  first,  analyzing  jobs  to  determine  their  primary 
tasks  and  the  knowledge,  abilities  and  skills  required  to  perform  those 
tasks,  and,  second,  grouping  the  jobs  into  "classes"  on  the  basis  of 
similarity  in  these  respects.   Class  specifications  are  then  written  to  de- 
fine the  boundaries  and  basic  characteristics  of  each  class.  This  process 
makes  it  possible  to  provide  like  treatment  to  similar  positions  in  recruit- 
ment, examination,  pay,  training  and  other  aspects  of  personnel  management. 
Position  classification  is  the  key  element  in  implementing  the  basic  merit 
principle  of  "equal  pay  for  equal  work." 

The  Classification  plan  is  a  reflection  of  the  organization  and  it 
changes  when  the  needs  of  the  City  and  County  change.   During  the  past  year, 
the  Classification  Section  conducted  the  following  major  studies  resulting 
in  changes  to  the  Plan: 


MAJOR  CLASSIFICATION    STUDIES 

1.  A  major  classification  study  was  undertaken  to  assist  the  Dept. 
of  Public  Works  in  the  reorganization  of  the  Bureau  of  Building  Inspection. 
The  extensive  growth  of  the  Bureau  in  the  past  fifteen  years  in  size  and 
complexity  required  a  restructuring  of  administrative  duties  and  responsi- 
bilities and  the  creation  of  three  new  classes. 


2.  A  major  reorganization  of  the  Medical  Records  service  for 
the  Department  of  Public  Health  was  effected  by  Classification  Staff  in 
consultation  with  an  expert  in  the  field  of  medical  records  administration. 
It  was  necessary  in  order  to  upgrade  the  quality  of  service,  to  accommodate 
organizational  changes  as  the  new  General  Hospital  facility  opens,  and  to 
assist  in  recruitment  of  personnel.   It  was  based  on  changes  in  titling, 
minimum  qualifications  and  organizational  patterns  occurring  in  this  field 
generally.   Therefore  a  series  of  classes  was  established:  Medical 
Records  Clerk,  Librarian,  Technician,  Technician  Supervisor,  Assistant 
Director  and  Director. 

3.  Twenty-three  positions  were  classified  for  the  San  Francisco 
School  District  to  staff  the  Data  Processing  Section  for  the  computeri- 
zation of  all  Board  of  Education  systems  to  include  all  schools  administered, 
all  personnel,  the  daily  implementation  of  such  systems,  and  planning  and 
administering  the  budget  for  all  the  above. 

4.  A  clerical  pool  was  also  established  for  the  San  Francisco 
Unified  School  District  to  provide  immediate  substitutes  with  knowledge 
of  school  policies  and  procedures  for  any  absence  or  emergency. 

5.  Positions  were  classified  to  provide  a  staff  of  attorneys  and 
support  clerical  personnel  for  three  new  programs  in  the  Office  of  the 
District  Attorney:   Enforcement  of  Charter  Amendment,  Proposition  B  (Conflict 
of  Interest);  Campaign  Practices;  Child  Support. 

6.  Another  career  ladder  was  established  in  Fingerprinting  Technology 
in  the  Police  Department.   The  range  and  complexity  of  duties  exceeds  the 
capabilities  of  a  single  class.  A  series  of  Fingerprint  Technician  I,  II 
and  III  was  established  to  insure  skilled  personnel  at  every  level  and  to 
provide  promotive  opportunities  within  this  specialized  field. 

7.  In  compliance  with  an  order  of  the  U.S.  District  Court,  a  prison 
medical  program  was  established  and  positions  classified  to  provide  admini- 
strative, supervisory  and  support  staff  to  coordinate  existing  medical  treat- 
ment activities  within  the  jail  system. 

8.  Two  new  programs  in  the  Department  of  Social  Services  necessitated 
the  classification  of  personnel:   Food  Stamp  Program  and  Aid  to  Families 
with  Dependent  Children  Program. 

9.  An  on-going  study  is  in  progress  to  assess  the  feasibility  of  a 
broader  use  of  flexible  staffing. 

Classification  Section  played  an  active  role  as  consultant  in 
establishing  the  Commission  on  the  Status  of  Women  and  creating  two  new 
classes:   Coordinator  to  serve  as  department  head  of  the  new  agency,  and 
Assistant  Coordinator  to  provide  technical  assistance  to  the  Director  and 
Commission  and  to  serve  as  an  advocate  of  their  goals  and  programs. 


Impartiality  of  Civil  Service  class  titles:   Because  many  class 
titles  carry  with  them  suffixes  or  other  descriptive  language  indicating  that 
jobs  are  suitable  for  either  a  male  or  female,  Classification  Section  studied 
all  titles  in  order  to  delete  any  terminology  that  could  be  construed  as 
discriminatory.  After  consultation  with  Federal,  State  and  other  City  and 
County  jurisdictions,  a  list  of  suggested  new  titles  was  drawn  up,  and  is  now 
being  submitted  to  all  Departments,  Employee  Organizations  and  any 
interested  parties  to  elicit  approval  or  suggestions.  Adoption  of  changes 
will  necessitate  modification  of  all  City  and  County  documents  and  personnel 
records  and  all  internal  references  in  class  specifications  affected  by 
these  changes. 

The  Classification  Section  has  been  actively  involved  with  the 
Commission  on  the  Aging,  assisting  by  consultation,  advice,  and  reports 
relative  to  the  personnel  needs  of  the  Commission. 

Classes  were  established  or  specifications  amended  to  reflect  the 
impact  of  various  legislation,  the  use  of  technological  equipment,  or 
changes  within  Departments: 

1.  Noise  Abatement  Officer,  Noise  Monitor  System  Technician  - 
S.F.  Airport 

2.  Certification  requirements  for  Sanitary  Engineers,  operators 
in  water  treatment  and  waste  water  treatment  facilities. 

3.  Manager,  Data  Processing,  San  Francisco  Unified  School  District. 

4.  Industrial  Injury  Investigator,  P.U.C.,  Municipal  Railway. 

5.  Director  of  Real  Estate,  Tax  Collector's  Office. 

6.  General  Services  Supervisor,  Department  of  Public  Health,  S.F. 
General  Hospital. 

In  summary,  the  Classification  Section  reviewed  positions  and 
departmental  requests  resulting  in  the  following  classification  recommendations: 

New  positions  requiring  classification  action 

in  1974-75  budget 114 

Salary  Ordinance  amendments  submitted 77 

New  Classes  established 75 

Classes  consolidated 11 

Class  specifications  amended 19 

Tenure  of  requisiton  requests  approved 218 

Personal  services  contracts  approved 99 

Staff  Assistant,  Special  Projects,  approved 21 

Other  classification  studies  resulting  in 

Civil  Service  Commission  action 623 
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RECRUITMENT  &  EXAMINATION    DIVISION 


DIVISION   ACTIVITY 


The  Examination  Division  is  organized  into  the  Regular  Examination 
Section  and  the  Immediate  Testing  Section.   Functional  units  also  include 
the  Youth  Training  Program,  the  Medical  Examination  Center,  the  Mail  and 
Reproduction  Bureau,  the  Employment  Counseling  Center,  and  the  Decentralized 
Personnel  Unit  of  the  Department  of  Public  Health.   Separate  reports  from 
these  units  are  found  below. 

The  purpose  of  this  Division  is  furnishing  eligibles  for  appointment 
to  the  various  departments  of  the  City  and  County  sufficient  to  their  needs 
and  within  the  framework  of  legal  requirements,  including  Affirmative  Action. 
Highlights  for  the  fiscal  year  include  the  establishment  of  eligible  lists 
in  the  professional  accountant  series,  the  professional  and  sub-professional 
engineer  series,  the  Management  Assistant  series  and  the  City  Planner  series. 
Lists  of  eligibles  were  also  established  in  the  following  classes:  Clerk 
of  the  Board  of  Supervisors  and  City  Clerk,  Registrar  of  Voters-Recorder, 
Peninsula  Division  Manager,  and  City  Architect.   Some  other  noteworthy 
series  of  examinations  initiated  during  the  fiscal  year  include  Municipal 
Railway  promotional  classifications  and  Fire  Department  promotional  classi- 
fications. 

The  general  statistics  will  show  that  400  examination  announcements 
were  issued  during  the  fiscal  year,  11,448  eligibles  were  entered  on  lists 
and  6,206  appointments  were  made.  This  is  only  a  bare  summary  of  the 
Division's  activity,  however.  There  are  some  1,450  classifications  subject 
to  Civil  Service  examination  and  during  the  course  of  the  year  448  classifi- 
cations were  involved  in  Examination  Division  activity,  i.e.  an  exami- 
nation was  announced  or  a  list  of  eligibles  was  adopted. 


Perhaps  the  most  important  item  is  the  Division's  activity  in  the 
field  of  affirmative  action.  The  record  shows  that  during  the  fiscal  year 
more  than  one  half  of  the  appointments  made  were  to  individuals  from 
minority  race/ethnic  background  groups.  This  is  especially  significant 
when  considered  in  light  of  the  San  Francisco  work  force,  which  is  less 
than  40%  minorities. 


REGULAR  EXAMINATION  PROGRAM 

The  Regular  Examination  Section  continued  to  emphasize  promotional 
examinations,  and  a  total  of  190  promotional  announcements  were  issued 
during  the  fiscal  year.  A  new  procedure  was  initiated  which  allowed 
temporary  vacancies  to  be  filled  from  sub-lists  prior  to  the  holding  of 
the  regular  promotional  examination. 

This  Section  accounts  for  all  activities  not  pertaining  to  the 
Immediate  Testing  Section  and  the  functional  units.  This  includes  the 
Firefighter  and  Police  Officer  examinations  and  many  of  the  more  difficult 
entrance  examinations  such  as  Probation  Officer. 


IMMEDIATE  TESTING  PROGRAM 

Since  its  inception  in  August  1972,  Immediate  Testing  has  played  an 
important  role  in  the  Civil  Service  Commission.   It  is  the  information  window 
located  at  Room  52-E  that  is  often  the  first  stop  for  persons  pursuing  a 
career  with  the  City  and  County  of  San  Francisco.   Personnel  staff  at  the 
window  orient  applicants  to  Civil  Service  procedures,  and  give  out  information 
about  current  vacancies  and  applications.   Immediate  Testing  is  a  center  for 
communication  with  the  public  and  City  departments  concerning  examinations. 
Oral  authorizations  to  approve  emergency  hiring  for  immediate  vacancies  are 
granted  here. 

Immediate  Testing  has  the  responsibility  of  recruitment  and  exami- 
nation for  the  majority  of  entrance  level  positions  and  certain  promotional 
positions.   (Although  not  "immediate"  as  the  name  implies,  the  examination 
procedure  has  continued  to  improve  in  efficiency.  The  designation  "immediate" 
refers  to  the  fact  that  applicants  are  notified  of  the  results  of  written, 
oral,  strength,  athletic,  and  performance  examinations  at  the  time  of 
administration  or  shortly  thereafter) . 

Immediate  Testing's  responsibility  begins  with  investigation  of  the 
City  and  County's  need  for  examinations  and  ends  with  the  adoption  of 
eligible  lists  of  qualified  applicants.  The  interim  steps  of  this  procedure 
include  job  analysis;  issuance  of  job  announcements;  recruitment;  review  of 
applications;  development  of  written,  oral,  athletic,  and  performance 
examinations;  and  establishment  of  eligible  lists.   The  goal  of  the  procedure 
is  to  reflect  the  individual  needs  of  departments  through  the  recruitment  and 
examination  process. 
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RECRUITMENT 

During  the  past  year,  recruitment  programs  have  been  initiated  to 
encourage  interested  and  qualified  applicants  to  apply  for  vacancies. 
Immediate  Testing  has  made  increased  use  of  the  media  by  advertising 
vacancies  for  hard-to-fill  positions  requiring  specific  skills  such  as 
Sewing  Machine  Repairman  and  Stenographic  Aide  to  the  Board  of  Supervisors, 
For  the  temporary  part-time  position  of  Sheriff's  Property  Keeper, 
recruitment  efforts  were  conducted  through  the  Mayor's  Commission  on  Aging 
since  the  position  is  ideally  suited  to  persons  of  retirement  age.   In 
other  instances,  recruitment  efforts  were  conducted  through  colleges  and 
universities  in  the  area,  as  for  example,  for  the  position  of  Librarian  I 
and  Radio-Announcer  Operator.   In  addition,  announcements  for  vacancies 
in  the  craft  classes  were  sent  to  appropriate  unions.  The  recruitment 
has  resulted  in  a  greater  number  of  qualified  applicants  competing  in 
the  examination  process. 


JOB  ANALYSIS 

Job  analysis  is  a  method  of  determining  what  knowledges,  skills,  and 
personnel  characteristics  an  employee  must  possess  in  order  to  perform  the 
duties  of  a  position.  The  basic  characteristics  of  each  classification 
are  defined  in  a  "Classification  Specification"  issued  by  the  Classification 
Section.   Prior  to  the  issuance  of  a  job  announcement,  an  investigation  is 
conducted  to  determine  the  current  duties  of  the  class.   Employees  currently 
employed  in  the  classification,  as  well  as  the  immediate  supervisor  may  be 
interviewed.   Detailed  questionnaires  may  also  be  used  to  augment  the 
interview.   In  addition,  the  staff  determines  the  location  of  current 
vacancies  as  well  as  where  and  when  other  vacancies  may  be  expected.  The 
purpose  of  a  job  analysis  is  to  thoroughly  review  the  classification,  its 
present  status  and  its  past  history.  The  information  acquired  by  a  job 
analysis  is  used  in  establishing  minimum  requirements  and  determining  the 
format  and  content  of  examination. 


WRITTEN  EXAMINATION 

The  examination  is  a  comprehensive  measure  of  the  knowledge  and 
skills  identified  in  the  job  analysis.  A  written  test  is  most  often  employed 
to  measure  technical  and  practical  knowledge.   Communicative  techniques 
and  language  levels  utilized  in  the  written  test  reflect  the  level  of  these 
skills  required  on  the  job.  Each  time  a  written  test  is  required  the  test 
questions  are  reviewed  to  determine  that  they  are  directly  related  to  the 
current  duties  of  the  position.   Questions  that  may  have  become  obsolete 
are  eliminated;  new  material  may  be  added  to  cover  new  skills  required  on 
the  job. 
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This  requires  research  and  consultation  with  appropriate  departments. 
Before  the  written  exam  is  approved,  the  exam  content  is  reviewed  by 
persons  with  expertise  in  the  content  area.   Following  administration  of  an 
examination,  a  statistical  analysis  may  be  conducted  to  ascertain  the 
effectiveness  of  the  exam.   Individual  questions  are  examined  to  determine 
their  effectiveness.   The  results  of  the  examination  are  recorded  and 
recommendations  are  made  to  increase  the  effectiveness  of  the  next  exami- 
nation. 


ORAL  EXAMINATION 

The  oral  examination  or  "Qualification  Appraisal"  is  an  interview 
conducted  by  persons  knowledgeable  about  the  position.  The  purpose  of  the 
interview  is  to  evaluate  the  personal  history  and  traits  of  the  candidates 
in  order  to  judge  their  competence  and  fitness  to  perform  the  duties  of 
the  position. 


An  oral  examination  may  be  used  alone  or  in  conjunction  with  one  or 
more  other  modes  of  testing.   During  the  past  year,  several  innovative 
techniques  have  been  introduced  to  the  oral  interview.   For  example,  due 
to  the  large  number  of  qualified  candidates  for  the  position  of  Librarian  I, 
oral  interviews  were  scheduled  over  a  period  of  fourteen  days  and  involved 
many  different  oral  board  members.  The  instructions  used  to  orient  board 
members  were  video-taped  and  provided  to  each  new  member.   Each  member  of 
the  board  had  the  opportunity  to  hear  a  taped  discussion  by  the  City 
Librarian  of  the  skills  required  for  the  Librarian  position.   In  other 
instances,  Immediate  Testing  personnel  conducted  interviews  in  sign  langu- 
age to  the  deaf. 

In  addition  to  the  standard  written  and  oral  examinations,  strength, 
athletic,  and/or  performance  tests  may  be  appropriate  to  test  the  knowledge 
and  skills  identified  in  the  job  analysis. 


OTHER  PROGRAMS 


Within  the  area  of  Immediate  Testing  are  two  subdivisions:   Employ- 
ment Counseling  and  Key  Inspection.  The  main  function  of  Employment  Counseling 
is  to  provide  information  to  both  prospective  applicants  and  current  employees 
about  career  opportunities  and  training  programs.   It  provides  direction  for 
the  applicant  who  is  seeking  a  career  with  the  City  and  County  but  is  not 
familiar  with  the  procedures  or  what  jobs  he  or  she  may  qualify  for. 

Key  Inspection  is  utilized  by  both  divisions  of  Recruitment  and 
Examinations:   Immediate  Testing  and  Regular  Testing.  Here  candidates 
inspect  applications,  key  answers  to  written  exams  administered  by  Regular 
Testing,  and  results  of  oral  examinations. 
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In  addition  to  the  delegated  responsibilities  of  Immediate  Testing, 
professional  personnel  have  participated  with  other  divisions  of  the  Civil 
Service  Commission  in  several  new  programs  designed  to  increase  communi- 
cation lines  between  the  separate  divisions.  One  such  program  was  a 
Rules  Revision  Committee.   Each  level  of  personnel  staff  met  in  committees 
to  discuss  possible  revisions  of  the  Civil  Service  Commission  Rules.  A 
representative  from  each  personnel  level  then  met  with  an  administrative 
committee  to  deliver  the  input  from  the  sub-committee. 

Another  new  program  that  was  initiated  during  the  past  year  was  a 
Classification  Training  Class.  The  purpose  of  the  class  was  to  instruct 
personnel  in  other  divisions  in  the  responsibilities  of  Classification. 
It  was  designed  to  give  staff  members  a  comprehensive  understanding  of 
other  aspects  of  Civil  Service.   The  class  will  be  repeated  periodically 
to  give  new  staff  members  a  chance  to  participate.   In  addition,  future 
courses  are  planned  following  the  same  general  format  but  emphasizing 
different  functions  of  the  Civil  Service  Commission. 

In  summary,  the  past  year  is  witness  to  a  continued  growth  of  the 
Immediate  Testing  Division  in  a  constant  effort  to  meet  the  needs  of  both 
City  and  County  administration  and  the  public. 


NUMBERS  OF  PERSONS  ON  ELIGIBLE  LISTS 
ESTABLISHED  BY  THE  IMMEDIATE  TESTING  DIVISION 

1974  1975 


January  602                    699 

February  523                   1697 

March  576                    264 

April  224                    608 

May  468                    722 

June  240                   496 

July  886 

August  1632 

September  1031 

October  858 

November  232 

December  233 
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EMPLOYMENT  COUNSELING  CENTER 


The  programs  of  the  Employment  Counseling  Center  continue  to 
reflect  the  enthusiastic  concern  of  the  Civil  Service  Commission  for 
activity  in  the  areas  of  employment  assistance,  minority  training  and 
upgrading,  community  oriented  recruitment,  on-site  training  efforts,  and 
program  and  technical  assistance  to  City  agencies  in  the  area  of  Equal 
Employment  Opportunities. 

In  fiscal  year  1974-75  these  program  efforts  were  expanded  by 
some  25%,  receiving  favorable  recognition  from  community  and  professional 
associations.  The  counseling  staff  is  composed  of  a  balanced  representa- 
tion from  most  of  the  City's  minority  communities.  This  has  facilitated 
improved  services  relevant  to  local  manpower  needs,  and  has  gradually 
established  the  credibility  of  the  numerous  programs  administered  by  the 
center. 

The  Counseling  Center  realized  a  growth  in  clientele  of  some  35% 
over  the  previous  year.   This  growth  is  attributed  to  both  expanded 
services  and  greater  service  needs  in  an  employment  scarce  economy. 
Table  I  below  reflects  the  client  service  levels: 

TABLE  I  -  SERVICE  STATISTICS 
(7/1/74  -  6/30/75) 


Male 
Female 
TOTAL 


6034 

5798 

11,832 


(51%) 

(49%) 

(100%) 


Caucasian 

4680 

(40%) 

Black 

3768 

(32%) 

Asian 

1332 

(11%) 

Spanish  Surname 

1308 

(11%) 

Filipino 

720 

(6%) 

Native  American 

24 

(less  than  1/4%) 

TOTAL 

11,832 

(100%) 
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Service  Categories 


General  Employment  Counseling*  -  9323 
Entered  Examination  -   1740 
Employed  Non-Civil  Service  -  72 
Career  Upgrading  -  670 
Disability  Transfers  -  27 

*Includes  in-person,  phone,  and  correspondent  employment  assistance. 

In  conjunction  with  employment  assistance,  the  center  has  expanded 
field  recruitment  efforts.   This  program  allows  all  counselors  one  day 
each  week  for  field  recruitment  and  field  counseling.   Cooperating 
agencies  include  Mission  Hiring  Hall,  Sandigan,  Whitney  Young  Center, 
and  numerous  other  groups  representing  the  diversity  of  local  commu- 
nities.  Counselors  provide  the  most  current  job  information  to  these 
agencies,  and  also  orient  agency  staff  to  the  employment  procedures 
utilized  by  the  Civil  Service  Commission.   In  addition  to  in-person 
field  recruitment  approximately  150  local  agencies  receive  regular 
mailings  of  current  job  listings.  Finally,  regular  consultations  are 
encouraged  allowing  local  representatives  to  meet  with  Civil  Service 
staff  to  discuss  and  resolve  mutual  employment  needs.   As  an  example, 
in  November,  1974  members  of  the  Commission  staff  met  with  representa- 
tives of  the  Latino  community  to  improve  lines  of  communication  and 
discuss  mutual  problem  areas.  The  effectiveness  of  the  counseling  and 
recruitment  programs  is  reflected  in  the  increasing  rate  of  minority  job 
applicants,  and  the  appointment  of  record  high  percentages  of  minority 
eligibles. 

The  Center's  recruitment  programs  also  include  regular  visits  to 
local  schools  and  colleges  in  order  to  familiarize  students  with  employ- 
ment projections  and  opportunities.   This  includes  active  membership  in 
the  Golden  Gate  Government  Colleges  Association,  providing  regular 
employment  information  to  school  and  vocational  counselors  servicing 
the  Bay  Area. 

The  Counseling  Center  continues  to  administer  numerous  upgrading 
program  opportunities,  including  the  In-Service  Promotional  Program, 
the  Management  Training  Program,  the  Tuition  Reimbursement  Program, 
and  the  on-site  supervision  and  management  program.   Each  program  is 
oriented  to  enhancing  promotional  opportunities  through  non-traditional 
devices  and/or  improving  the  skills  and  performance  levels  of  the  city 
workforce. 


The  In-Service  program  offers  eleven  promotional  opportunities  to 
all  permanent  employees  based  on  a  selected  curriculum  available  at  no 
cost  in  conjunction  with  the  Community  College  District.   Participants 
are  exempted  from  traditional  requirements,  and  are  allowed  waiver  of 
written  examinations.   In  this  year  three  in-service  eligibility  lists 
have  been  published.  There  are  approximately  350  employees  currently 
enrolled  in  this  program.' 

The  Management  Training  Program  saw  21  program  candidates  success- 
fully complete  graduate  study  in  public  administration  in  March,  1975. 
To  date  four  of  the  candidates  have  been  appointed  to  journeyman  manage- 
ment positions.  Two  are  continuing  their  graduate  study  at  Harvard  and 
Case  Western,  respectively.  The  remaining  candidates  are  now  establish- 
ing eligibility  on  the  City's  first  Management  Near  List.   The  near  list 
concept  allows  for  a  waiver  of  traditional  requirements  for  individuals 
who  have  completed  special  curriculum  programs.  Based  on  an  oral  exami- 
nation these  candidates  are  eligible  for  temporary  appointment  to  eleven 
professional  and  managerial  classifications.  This  program  was  awarded  a 
certificate  of  superior  public  programming  by  the  American  Society  for 
Public  Administration  in  June,  1975.   It  has  also  been  favorably  noted  by 
Assemblyman  Willie  Brown,  local  press,  California  Affirmative  Action  News- 
letter, and  other  community  spokespersons.  This  program  was  made  available 
through  an  operating  grant  from  the  San  Francisco  Foundation. 

The  Tuition  Reimbursement  Program  continued  to  offer  cash  subsidies 
to  permanent  employees  who  are  pursuing  additional  higher  education. 
Approximately  100  employees  receive  these  funds  annually,  with  emphasis 
on  assisting  career  employees  who  seek  upgrading.   $10,000  was  made 
available  for  this  program  in  1974-1975. 

In  conjunction  with  the  Community  College  District,  on-site  training 
opportunities  were  expanded  making  available  twenty  different  supervision, 
management,  and  general  office  skill  training  packages.   These  work-site 
training  seminars  currently  reach  nearly  2,000  City  employees.   By  way  of 
a  recent  agreement,  these  courses  are  now  available  with  college  unit 
credit. 

The  Center  is  now  exploring  a  new  program  concept  to  offer  in  1975-76. 
This  program  is  titled  UP  (Underutilized  Personnel) ,  and  will  operate  in 
conjunction  with  San  Francisco  State  University.  The  program  provides  a 
social  science  core  module,  including  several  upper  division  courses 
relevant  to  entry  level  professional  employment.   Permanent  employees  who 
lack  a  four  year  degree,  will,  upon  successful  completion  of  UP,  be 
allowed  admission  to  professional  level  examinations.   Candidates  are 
awarded  year  for  year  City  employment  for  college  deficiencies  when  they 
have  received  the  UP  certificate.  This  program  will  make  available 
broader  opportunities  to  lower  level  employees  who  were  formally  dead- 
ended  by  lack  of  formal  educational  credentials.   This  program  is  designed 
especially  to  address  the  needs  of  women  and  minorities  who  traditionally 
staff  the  lower  level  City  positions. 


During  1974-75  the  Commission  received  nearly  $750,000  to  administer 
a  Career  Development  Program  through  the  State  of  California.  The  funds 
provided  for  salary,  training,  and  transition  of  100  disadvantaged  persons, 
and  for  two  career  studies.   Of  the  100  trainees  by  June,  1975  approximate- 
ly 40  had  been  appointed  to  regular  City  jobs.  Another  30  have  established 
employment  eligibility  and  are  awaiting  appointment.  The  balance  have 
separated  from  the  program  voluntarily  or  involuntarily.   Based  on  first 
year  success  the  State  has  committed  limited  refunding. 

The  Center  conducted  two  State  funded  career  studies,  in  the  Public 
Librar>r  and  Sheriff's  Department,  respectively.  These  studies  focused  on 
the  elimination  of  artificial  barriers  to  career  opportunities.   In  the 
Library  the  study  recommended  the  adoption  of  a  transitional  classification 
from  paraprofessional  to  professional.   It  also  produced  a  clerical  training 
certificate  program  allowing  for  waiver  of  examination  for  successful 
trainees.   In  the  Sheriff's  Department  the  study  team  recommended  refor- 
mulation of  the  Deputy  Sheriff  examination,  with  less  emphasis  on  the 
written  component  to  minimize  adverse  impact.  The  study  also  recommended 
adoption  of  a  security  class  trainee  position  to  allow  for  recruitment  and 
development  of  greater  numbers  of  minorities  and  women  for  public  safety 
agencies.   Both  the  studies  and  the  training  program  received  favorable 
comments  from  the  State  Personnel  Board's  Welfare  Grant  Review  Advisory 
Committee.   The  program  also  received  favorable  coverage  in  a  news  story 
televised  by  KGO-TV.   The  news  story  focused  on  the  positive  effects  of 
the  program  on  otherwise  unskilled  and  unemployable  individuals. 

All  of  the  Center's  programs  are  characterized  by  the  Equal  Employment 
Opportunity  emphasis  achieved  through  affirmative  action.  As  previously 
noted  in  the  service  statistics,  and  based  on  the  intent  of  the  upgrading 
programs,  the  impact  target  group  for  most  Center  activity  includes  those 
individuals  protected  under  Title  VII  of  the  Civil  Rights  Act  of  1964. 
Consequently,  the  Center  has  become  active  in  providing  technical  assis- 
tance to  other  City  departments  in  reference  to  Equal  Employment  compliance 
regulations.   In  the  past  year  the  Center  has  made  support  assistance 
available  to  all  federal  criminal  justice  fund  recipient  City  agencies,  as 
well  as  the  Municipal  Railway  and  Social  Services.  This  service  has  been 
provided  in  conjunction  with  the  Human  Rights  Commission.  As  federal 
employment  regulations  are  extended,  the  Commission  will  expand  its 
support  service  offerings  to  all  City  agencies,  so  that  they  may  achieve 
mandated  compliance  levels. 


MEDICAL  EXAMINATION  CENTER 

The  Medical  Examination  Center  performed  5,462  examinations  during 
the  year.  This  activity  is  summarized  as  follows: 


ACTIVITY 

Total  examinations  performed 

5462 

Municipal  Railway  and  other  Class  1  and  2 

Department  of  Motor  Vehicle  examinations 

935 

Special  examinations 

376 

Pre-employment  and  Promotional  examinations 

4151 

REJECTIONS 

Initial 

42 

Condition  corrected 

2 

Final 

40 

FINAL  REJECTION  -  DISTRIBUTION  BY  DISEASE  CATEGORY 

Cardio- vascular 

5 

Internal  diseases 

5 

Musculo- skeletal 

15 

Neuropsychiatric 

14 

Failure  to  meet  statutary  vision  requirement 

1 
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AGE  DISTRIBUTION  OF  PHYSICAL  EXAMINATIONS 
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AGE  DISTRIBUTION   OF  PHYSICAL  EXAMINATIONS 
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MAIL  &  REPRODUCTION  SERVICES 


The  Mail  and  Reproduction  Bureau  is  an  in-plant  printing  and  distri- 
bution center.  One  of  its  functions  is  to  provide  graphic  communication 
services  by  reproducing  and  disseminating  official  information  to  City 
departments,  employees,  employee  organizations,  public  and  governmental 
agencies.  More  than  3,000,000  offset  printing  impressions  were  made 
during  the  fiscal  year. 

YOUTH    TRAINING  PROGRAM 

This  Federally  funded  program  was  initiated  in  1967  as  the  New  Careers 
Program.  During  1967  to  1974,  425  enrollees  were  trained  in  the  following 
fields: 

Community  Health  Worker 

School  Aides 

Library  Technical  Assistants 

Social  Service  Technicians 

Bus  Drivers 

Firemen 

Water  Treatment  Operators 

Juvenile  Hall  Counselors 

Draftsmen 

Typists 

Stenographers 

Of  these  enrollees,  some  23  have  continued  their  education  to  receive 
their  Bachelor  of  Arts  degree. 

In  1974-75,  the  Training  Program  has  continued  the  interest  in  the 
general  office  occupations  and  80  enrollees  have  trained  in  the  positions 
of  Clerk  Typist,  Clerk  Stenographer,  Account  Clerk  and  School  Medical  Health 
Aides.  These  graduates  have  been  placed  in  positions,  or  will  be  available 
at  the  completion  of  the  current  training  course. 
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DECENTRALIZED  PERSONNEL  UNIT 
DEPARTMENT  OF  PUBLIC  HEALTH 

The  establishment  of  the  Decentralized  Personnel  Unit  of  the  Depart- 
ment of  Public  Health  was  approved  by  Civil  Service  Commission  action 
September  1973.   The  Memorandum  of  Understanding  adopted  by  the 
Commission  set  forth  the  limits  of  this  delegation  of  the  personnel 
function. 

Under  the  authority  of  the  Civil  Service  Personnel  Department,  the 
Public  Health  staff  of  the  Decentralized  Personnel  Unit  has  continued 
to  perform  recruitment,  examination,  certification  and  classification 
activities  for  designated  classifications  directly  related  to  Public 
Health  and  Hospital  services. 

The  Decentralized  Personnel  Unit  is  operated  under  the  direction  of 
the  Director  of  Public  Health  and  his  Personnel  Director. 


FIRE  FIGHTER  EXAMINATION 

As  of  June  30,  1974,  144  individuals  had  been  appointed  under  terms 
of  the  Federal  court  order  (WACO  v.  Alioto)  of  1973  which  required  a 
one  to  one  racial  hiring  quota.   The  court  order  further  provided  for  a 
follow-up  empirical  validity  study  to  ascertain  whether  the  written  test 
is  indeed  predictive  of  success  on  the  job. 

As  of  June  30,  1975,  295  individuals  have  been  appointed  from  the 
list.   Thirteen  of  these  individuals  have  been  terminated  during  the 
probationary  period  and  4  have  resigned  for  a  net  of  278  permanent 
appointments  in  Class  H-2  Firefighter  since  the  adoption  of  list  E-25. 

The  empirical  validity  study  was  completed  in  January  1975  by  consul- 
tant William  Ruch  of  Psychological  Services,  Inc.  This  study  has  been 
presented  to  the  court  and  hearings  are  to  begin  in  the  Fall  of  1975. 
The  study  indicates  that  both  the  written  test  of  September  1971  and  the 
written  test  of  June  1973  are  significantly  related  to  the  performance 
of  appointees  on  the  job. 


The  WACO  v.  Alioto  case  had  been  appealed  to  the  circuit  court  but 
the  court  refused  to  hear  the  appeal,  apparently  preferring  that  the 
trial  judge  maintain  jurisdiction  at  this  time.   In  additional  hearings 
before  the  trial  court  completed  in  September  1974,  three  individuals 
who  were  terminated  brought  their  case  before  the  court.  A  decision 
has  yet  to  be  announced. 


POLICE  OFFICER  EXAMINATION 

With  the  permission  of  the  Federal  court  (Officers  for  Justice  v. 
Civil  Service  Commission)  the  "written"  test  was  administered  on 
October  5,  1974.  The  athletic  test  was  administered  on  the  four  week- 
ends beginning  December  21,  1974.  The  oral,  medical  and  background 
investigation  tests  are  being  administered  to  groups  of  candidates  as 
they  near  appointment  rather  than  to  the  entire  group  of  967  eligibles, 


"Written"  Examination:  The  written  test  was  administered  simulta- 
neously to  some  1,900  candidates  in  three  school  auditoriums.   Seven 
of  the  test  sections  were  presented  in  audio-visual  form  (16  mm  color 
film)  and  the  8th  section  dealt  with  reading  ability.  The  audio-visual 
sections  included  tests  on  such  areas  as  observation  skills  and  ability 
to  learn  and  carry  out  routine  police  procedures.  This  test  format  is 
unique  in  Civil  Service  testing  and  was  developed  as  a  means  of  testing 
large  groups  of  candidates  by  as  close  a  simulation  of  actual  job 
requirements  as  would  be  possible.  The  written  test  was  so  successful 
in  its  preliminary  objectives  that  no  significant  controversy  was  pre- 
sented in  the  court  proceedings.   It  is  especially  noteworthy-  that  this 
test  had  no  adverse  impact  against  candidates  from  racial  ethnic  minority 
groups  (40%  of  the  participants  were  minorities  and  39.5%  of  the  success- 
ful candidates  were  minorities) . 

"Athletic"  Test:  The  athletic  test  was  developed  by  Dr.  Frank 
Verducci  following  an  extensive  job  analysis.  Because  of  the  adverse 
impact  of  the  athletic  test  upon  female  candidates,  some  eleven  days 
of  court  hearings  were  required.   Largely  because  of  the  lack  of  female 
patrol  officers  upon  which  to  base  a  research  study,  the  court  set 
separate  passing  marks  for  males  and  females  and  provided  that  60 
females  be  appointed  for  the  purpose  of  conducting  a  definitive  empiri- 
cal validity  study.  This  18  month  study  begins  with  the  appointment 
of  40  males  and  30  females  on  July  28,  1975.  The  study  will  determine 
whether  or  not  the  athletic  test  predicts  the  ability  of  candidates  to 
perform  routine  police  patrol  functions. 


AFFIRMATIVE  ACTION  PROGRAM 


The  Division  staff  has  continued  working  with  the  Human  Rights 
Commission  and  through  various  committees  such  as  the  Civil  Service 
Task  Force  and  the  Employment  Committee  of  the  Human  Rights  Commis- 
sion in  regard  to  enhancing  affirmative  action  programs.   Throughout 
the  year  there  has  been  a  continued  emphasis  on  specialized  recruit- 
ment in  the  various  minority  communities. 

The  formal  affirmative  action  policy  adopted  by  the  Civil  Service 
Commission  does  not  utilize  specific  goals  and  timetables  but  rather 
sets  forth  that  the  composition  of  the  City  and  County  work  force 
should  parallel  that  of  the  available  work  force  in  San  Francisco. 
(The  test  of  the  affirmative  action  program  then  is  the  progress  made 
toward  attaining  that  goal) .   A  chart  of  appointments  by  race/ethnic 
background/sex  for  the  fiscal  year  is  included  in  the  statistical 
section. 

Over  the  course  of  the  year  50.3%  of  appointees  have  been  from 
minority  race/ethnic  background  groups  and  42.7%  have  been  females. 
This  compares  to  a  civilian  work  force  of  39.1%  minority  and  44.3% 
female.   This  chart  shows  that  the  percentages  of  Blacks,  Filipinos 
and  Other-Non-Whites  are  well  above  the  percentages  of  these  groups 
in  the  population;  however,  the  Asian  group  is  slightly  below  the 
percentage  in  the  population  and  the  Spanish  Origin  group  is  below 
population  parity.   Because  these  figures  are  based  upon  visual 
observations  and  because  persons  of  Spanish  Origin  may  also  be  listed 
under  other  minority  classifications,  this  group  probably  represents 
a  larger  share  of  total  certifications  than  indicated  by  the  figures. 
It  is  probably  that  a  considerable  number  of  the  371  Other-Non-White 
individuals  are,  in  fact,  of  Spanish  Origin.  NOTE:  These  statistics 
were  compiled  by  the  Certification  Section  beginning  in  June,  1974. 
Beginning  July  1975  this  section  will  require  self-identification  by 
new  appointees  so  that  more  accurate  statistics  will  be  available  for 
future  analysis. 

It  is  apparent  from  the  certification  figures  that  the  affirmative 
action  program  which  has  increased  the  percentage  of  minority  employees 
from  24.3%  in  1964  to  34.1%  as  of  December  31,  1972  will  have  the 
ultimate  effect  of  balancing  the  City  employee  work  force  according 
to  population  parity  with  the  San  Francisco  work  force.  Note  that 
recent  surveys  of  the  City  and  County  employee  work  force  have  not 
been  completed;  however,  it  is  obvious  that  the  trend  of  increasing 
the  minority  composition  of  the  work  force  by  more  than  1%  per  year 
is  continuing. 


The  needs  of  women  in  the  employment  market  have  come  to  the  fore- 
front during  this  fiscal  year.  The  certification  figure  of  42.7%  female 
appointees  is  quite  close  to  their  44.3%  representation  in  the  civilian 
work  force.   However,  considerable  effort  is  being  expended  to  insure 
that  examination  procedures  do  not  adversely  affect  female  candidates 
and  to  encourage  women  to  apply  in  occupational  areas  formerly  closed 
to  them.  The  Q-2  Police  Officer  appointment  procedure  setting  aside 
60  vacancies  for  females  is  especially  noteworthy. 

In  addition,  the  Civil  Service  Commission  staff  actively  provides 
support  services  to  all  City  agencies  developing  equal  employment 
compliance  plans  and  programs.   In  this  year  the  Commission  staff 
assisted  nine  (9)  City  agencies  receiving  federal  funds  under  the  Law 
Enforcement  Assistance  Administration  (LEAA) .  These  agencies,  including 
Police,  Fire,  Sheriff,  Adult  and  Juvenile  Probation,  Municipal  and 
Superior  Courts,  Public  Defender  and  District  Attorney,  researched, 
developed,  and  formalized  equal  employment  plans  in  compliance  with 
LEAA  guidelines.  Numerous  planning  meetings  and  review  sessions  were 
conducted  with  the  Civil  Service  staff  to  insure  mandated  compliance 
and  compatability  within  the  limits  of  Charter  law  and  operating  pro- 
cedures.  Each  compliance  plan  presents  an  analysis  of  employee  racial/ 
sex  composition,  a  description  of  selection  and  general  personnel 
practices,  and  specific  steps  to  remedy  outstanding  employment  disparity. 


LITIGATION 

The  Division's  Manager's  office  processes  and  coordinates  staff  work 
on  court  cases  involving  tho  recruitment  and  examination  program.   In 
addition  to  the  Firefighter  and  Police  Officer  cases,  staff  worked  with 
the  City  Attorney's  office  on  nine  (9)  cases.  The  majority  of  these 
cases  have  been  resolved  in  favor  of  the  Civil  Service  Commission;  and 
no  major  or  class-action  cases  have  been  lost.  This  is  largely  attribu- 
table to  the  staff's  adherence  to  the  Charter  and  the  Rules  of  the  Civil 
Service  Commission  in  carrying  out  examination  functions. 


EEOC  &   FEPC  CHARGES 

Under  Federal  and  State  laws,  persons  who  believe  they  have  been  dis- 
criminated against  in  employment  may  file  charges  through  the  Equal 
Employment  Opportunity  Commission  (EEOC)  and/or  the  California  State 
Fair  Employment  Practices  Commission  (FEPC) . 


The  General  Manager,  Personnel,  as  the  Affirmative  Action  Officer  of 
the  City  and  County,  has  taken  the  lead  in  preparing  responses  to  these 
charges . 

The  staff  has  established  a  satisfactory  working  relationship  with 
the  EEOC  and  FEPC  -  the  Division  Manager  of  the  Recruitment  and  Examination 
Division  has  been  a  member  of  the  Technical  Advisory  Committee  on  Testing 
of  the  FEPC  for  several  years.   This  committee  serves  in  an  advisory 
capacity  on  a  Statewide  basis  on  technical  matters  in  the  examination 
area,  publishes  guidelines  and  otherwise  assists  the  FEPC. 

Of  the  numerous  charges  levied  against  the  City  and  County,  few  have 
been  sustained.   It  is  apparent  from  the  record  that  in  this  critical 
area  of  affirmative  action  the  City  and  County  is  being  well-served  by 
its  administrative,  supervisory  and  professional  personnel. 
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RECRUITMENT  AND  EXAMINATION  DIVISION 


CERTIFICATION 

STATISTICS 

1974 

PERMANENT 

TEMPORARY 

TOTAL 

JULY 

344 

274 

618 

AUGUST 

380 

426 

806 

SEPTEMBER 

341 

352 

693 

OCTOBER 

409 

225 

634 

NOVEMBER 

281 

207 

488 

DECEMBER 

394 

128 

522 

1975 

JANUARY 

378 

93 

471 

FEBRUARY 

294 

88 

382 

MARCH 

269 

355 

624 

APRIL 

278 

81 

359 

MAY 

183 

87 

270 

JUNE 

197 

142 

339 

TOTAL: 


3,748 


2,458 


6,206 


ELIGIBLE  LIST  STATISTICS 


1974 

ENTRANCE 

PROMOTIVE 

TOTAL 

ELIGIBLES 

JULY 

50 

18 

68 

1,115 

AUGUST 

48 

18 

66 

1,259 

SEPTEMBER 

24 

10 

34 

882 

OCTOBER 

32 

18 

50 

865 

NOVEMBER 

29 

20 

49 

491 

DECEMBER 

21 

13 

34 

383 

1975 

JANUARY 

35 

21 

56 

1,237 

FEBRUARY 

26 

16 

42 

1,926 

MARCH 

23 

11 

34 

501 

APRIL 

32 

18 

50 

798 

MAY 

32 

16 

48 

1,031 

JUNE 

39 

16 

55 

960 

TOTAL:   391 


195 


586 


11,448 
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EXAMINATION  ANNOUNCEMENTS  ISSUED 


1974 

ENTRANCE 

PROMOTIVE 

TOTAL 

JULY 

23 

26 

49 

AUGUST 

15 

30 

45 

SEPTEMBER 

7 

17 

24 

OCTOBER 

30 

6 

36 

NOVEMBER 

12 

4 

16 

DECEMBER 

12 

8 

20 

1975 

JANUARY 

18 

4 

22 

FEBRUARY 

11 

14 

25 

MARCH 

13 

11 

24 

APRIL 

28 

38 

66 

MAY 

24 

11 

35 

JUNE 

17 

21 

38 

TOTAL: 


210 


190 


400 
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PERSONNEL  COUNCIL 


The  Personnel  Council,  composed  of  representatives  of  City  Depart- 
ments, meets  bi-monthly  to  discuss  mutual  personnel  problems,  as  well 
as  policies  and  practices  of  the  Civil  Service  Commission.  The  Council 
was  established  in  January  of  1972,  under  the  direction  of  Bernard  Orsi, 
General  Manager,  Personnel. 

The  Council  continues  to  serve  as  a  sounding  board  for  new  proposals 
and  as  a  forum  where  information  can  be  disseminated.  Most  importantly, 
the  expertise  and  ability  of  the  departmental  representatives  provides 
an  invaluable  resource  to  the  staff  of  the  Civil  Service  Commission. 

Of  primary  concern  to  the  Council  during  the  past  year  was  the 
Commission's  continuing  effort  to  eliminate  limited  tenure  or  provision- 
al appointments  from  the  system.  There  were  several  special  meetings 
held  to  discuss  this  subject,  so  that  departments  could  be  advised  of 
the  latest  developments  and  procedures. 

The  Council's  regular  agenda  included  such  topics  as  implementation 
of  the  Employee  Relations  Ordinance,  proposed  Civil  Service  Commission 
rule  changes,  Salary  Survey  for  the  1975-1976  fiscal  year,  revision  of 
certain  Civil  Service  Commission  forms,  establishment  of  an  Employee 
Transfer  policy,  proposed  Charter  Amendments,  arrest  records,  and  the 
ramifications  of  implementing  the  provisions  of  the  Fair  Labor  Standards 
Act. 

In  addition  to  the  regular  exchange  of  information,  the  Personnel 
Council  made  several  special  investigations  during  the  year.  A  committee 
report  was  made  on  the  feasibility  of  departments  computing  turnover  rates 
for  employees.   It  was  determined  that  although  this  information  would  be 
valuable,  it  would  have  to  be  delayed  pending  additional  staffing.  Another 
committee  suggested  proposals  for  Amendments  to  the  administrative  provis- 
ions of  the  Salary  Standardization  Ordinance  and  Vacation  Ordinance. 

The  following  departments  are  represented  on  the  Personnel  Council: 


Airports  Commission 

Assessor's  Office 

Board  of  Education 

City  Planning 

Employee  Relations  Division 

Mayor's  Office 
Budget  Division 
Manpower 
Model  Cities 


Public  Health 
S.F.G.H. 
L.H.H. 
Central  Office 

Public  Library 

Public  Utilities 
Municipal  Railway 
Water  Department 

Public  Works 


Purchasing 
Recreation  §  Park 
Retirement  System 
Social  Services 
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EDP  COMMITTEE 


In  March,  1975,  an  Electronic  Data  Processing  Committee  was  formed 
consisting  of  four  Civil  Service  Personnel  Department  staff  members 
and  four  staff  members  of  the  Controller's  Data  Processing  Section. 
The  purpose  of  this  Committee  is  to  generate  communication  between  the 
two  departments  on  plans,  progress,  priorities  and  problems;  discuss 
and  study  personnel  and  payroll  procedures  which  could  be  converted 
to  data  processing;  and  implement  on-going  projects  and  projects  under 
development. 

Resulting  from  the  weekly  Committee  Meetings  are  the  following 
categories  of  Civil  Service  data  processing  projects: 

CATEGORY  I 

The  following  four  (4)  Civil  Service  projects  are  routine 
and  require  a  minimal  amount  of  programmer  assistance.  The 
committee  recommended  that  these  projects  be  continued  as 
needed  by  the  staff. 

A.  Print  Annual  Salary  Ordinance  Book  (as  needed) 

B.  Print  Salary  Standardization  Ordinance  -  Misc.  (annual) 

C.  Print  Salary  Standardization  Ordinance  -  Crafts  (annual) 

D.  Examination  Support  (as  needed) 

CATEGORY  II 

The  following  six  (6)  projects  have  been  developed  but 
require  a  minimum  of  programming  time  to  refine  the  projects 
to  the  point  where  they  could  be  called  routine.  The  committee 
recommended  that  these  continue  to  be  developed  until  they  fall 
in  Category  I. 

E.  Sick  Leave  and  Vacation  Accounting  (daily) 

F.  Salary  Ordinance  Position  Survey  (monthly) 

G.  Teleprocessing  Files  Maintenance  (weekly) 

H.  Sick  Leave  and  Vacation  Transactions  (weekly) 
I.  Salary  Survey  (annual) 
J.  Police  Examination 

CATEGORY  III 

The  following  projects  are  under  development.  This  Committee 
recommended  that  the  development  be  continued. 

A.  Sick  Leave  and  Vacation  Accounting 

B.  Salary  Standardization  Cost  Analysis  Reports 

C.  New  Annual  Fiscal  Year  Salary  Ordinance  Report 

Created  From  Budget  A-Sheets 

D.  Non-Civil  Service  Appointments 

E.  Police  Examination  System 
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REORGANIZATION  STUDY  -  PILOT  TEAM 

In  an  effort  to  improve  personnel  services  to  the  operating  depart- 
ments", the  Civil  Service  Commission  staff  began  to  study  alternative 
methods  of  providing  these  services.  This  study  included  a  survey  of 
other  jurisdictions,  and  a  series  of  discussions  with  opportunities 
for  input  from  all  staff.   Initial  staff  recommendations  included  es- 
tablishing a  "pilot"  team  to  test  the  feasibility  of  reorganizing  the 
personnel  department  from  specialist  to  generalist  terms.   Generalist 
teams  would  then  perform  the  full  range  of  personnel  services  for  a 
number  of  departments.   It  was  felt  that  this  kind  of  reorganization 
could  improve  personnel  services  through  increased  familiarity  with 
department  needs,  reduced  duplication  of  services,  and  greater  account- 
ability. 

The  pilot  team  was  formed  in  May,  1975.  Assignments  were  limited 
to  those  projects  that  were  not  amenable  to  the  standard  personnel 
specialist  approach.   Projects  included  classification  and  examination 
review  of  the  Real  Property  Appraiser  Class  with  subsequent  creation 
of  a  new  trainee  level,  reorganization  review  of  clerical  staff  at 
Juvenile  Court,  and  analysis  of  job  restructuring  of  the  Fare  Collections 
series  at  the  Municipal  Railway.  The  pilot  team  was  also  assigned  to 
review  140  positions  in  the  Outpatient  Clinic  at  San  Francisco  General 
Hospital  which  are  to  be  phased-in  to  the  City  budget  from  a  Health, 
Education  and  Welfare  grant.  The  staff  is  presently  analyzing  the 
feasibility  of  reorganizing  the  entire  department  along  generalist 
lines  based  on  the  experiences  of  the  pilot  team. 


GOALS 

During  fiscal  year  1975-76,  the  Civil  Service  Commission  will 
emphasize  the  following  three  programs  and  areas  of  concern: 

Expansion  of  upgrading  opportunities  for  City  employees. 

Development  of  an  affirmative  action  unit  within  the 
Civil  Service  Commission. 

Development  of  a  city-wide  master  plan  for  equal 
employment  opportunity. 
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(415)  558-5624 


Bernard  Orsi 
General  Manager,  Personnel 


The  Honorable 

Mayor  George  Moscone 

Room  200  -  City  Hall 

San  Francisco,  California  94102 


Dear  Mayor  Moscone: 

In  the  last  seven  months ,  with  no  increase  in  budget ,  your 
Civil  Service  Commission  has  developed  six  major  new  programs 
which  when  completed  will  have  a  dramatic  effect  upon  the  entire 
personnel  system.   We  believe  these  programs  will  substantially 
improve  city  services  and  decrease  costs. 

Mr.  Mayor,  we  need  your  help  in  implementing  and  funding 
these  programs.   Specifically,  we  have  acted  in  the  following 
areas : 


Performance  Evaluation.   Evaluation  of  the  performance  of 
our  employees  is  a  vital  management  tool  for  maximizing  efficiency. 
On  February  14,  1976,  the  Commission  enacted  the  city's  first 
performance  evaluation  system. 

City-wide  implementation  of  this  program  will  require  careful 
planning.   Intensive  training  will  be  required  for  the  more  than 
4,000  supervisors  and  payroll-personnel  staff.   Direction  and 
consultation  will  be  needed  during  the  initial  report.   A  follow- 
up  audit  must  be  conducted  to  insure  accuracy  and  reliability  of 
the  reporting  system. 

All  of  this  will  require  minimal  but  critically  important 
funding.   But  it  will  be  worth  it.   The  program  will  introduce 
the  concept  that  both  employees  and  their  supervisors  are  jointly 
responsible  for  the  development  of  employee  performance. 


The  Honorable 

Mayor  George  Moscone 


By  means  of  a  series  of  evaluating  factors  which  characterize  employee 
performance  in  several  categories ,  employees  strengths  and  weaknesses 
will  be  identified.   Self  improvement  efforts  will  be  indicated,  train- 
ing needs  will  be  noted  and  organizational  problems  will  be  discovered 
and  resolved.   Your  Commissioners  have  unanimously  acted  upon  this 
program  and  regard  it  as  the  bright  hope  of  the  future  for  increasing 
the  efficiency  of  the  service. 

Disciplinary  Hearings  By  Hearing  Officers.   Nothing  is  more 
wasteful  of  precious  tax  dollars  than  the  expenditure  of  hours  of 
department  head  time  presently  spent  on  dismissal  hearings  every  year. 
The  Civil  Service  Commission  has  strongly  supported  a  change  in  this 
wasteful  procedure  by  substituting  a  qualified  hearing  officer  who 
will  conduct  the  hearing  in  place  of  the  department  head.   The  provision 
for  a  hearing  officer  will  permit  executive  time  to  be  focused  on  manag- 
ing the  department . 

The  Commission  has  formed  a  Rule  34  Revision  Committee  to  formulate 
the  details  of  this  plan.   This  committee  is  working  very  diligently  and 
it  is  our  hope  that  the  new  Grievance  Procedure  can  be  a  model  for  use 
to  both  your  office  and  the  Board  of  Supervisors  for  the  resolution  of 
future  impasses,  whether  they  be  in  the  area  of  wages,  working  conditions, 
or  benefits.   Once  again  the  institution  of  this  very  crucial  and  badly 
needed  innovation  will  depend  upon  a  financial  commitment  of  your  office 
as  well  as  from  the  Board  of  Supervisors .   The  small  amount  spent ,  how- 
ever, would  result  in  major  long  term  savings  for  the  city. 

Merit  Award  Program.   At  the  suggestion  of  Supervisor  Quentin  Kopp, 
President  of  the  Board  of  Supervisors,  the  Civil  Service  Commission  has 
made  strong  recommendations  for  the  implementation  of  a  "Merit  Award 
Suggestion  Program"  which  is  provided  for  in  the  Administrative  Code. 
The  Code  provides  for  eligibility  determination,  the  manner  in  which 
suggestions  are  evaluated,  and  awards  are  determined. 

Demonstrated  monetary  savings  are  an  obvious  benefit  of  an  employee 
suggestion  program.   In  addition,  such  a  program  will  bolster  morale  by 
providing  recognition  and  motivation  for  employees,  will  clarify  areas 
of  needed  employee  training,  and  will  identify  out-moded  technical  skills 
where  they  are  prevalent . 

The  National  Association  of  Suggestion  Systems  has  reported  that 
public  agencies  participating  in  merit  award  programs  have  saved  on  the 
average  of  $3.60  for  every  $1.00  invested  in  the  cost  of  these  programs. 
The  Association  has  reported  that  the  cost  of  implementing  such  a  program 
pays  for  itself  during  the  first  year. 
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Mayor  George  Moscone 


Your  Commissioners  are  committed  to  the  establishment  of  a  program 
that  can  be  a  great  success  with  genuine  management  support  and  reasonable 
cash  awards.   A  committee  has  been  established  which  will  be  called  the 
Employee  Suggestion  Award  Committee,  and  will  include  as  one  ot  its 
members  the  General  Manager,  Personnel.   Staff  work  will  be  supplied  by 
the  Civil  Service  staff  who  will  provide  training  to  department  personnel 
and  the  techniques  of  evaluating  suggestions.   The  Merit  Award  Suggestion 
Program  is  a  sensible,  cost-saving  idea  worthy  of  your  support. 

Merging  Entrance  And  Promotive  Lists.   At  the  present  time  by  virtue 
of  court  interpretations  of  the  Charter,  San  Francisco  is  required  to 
offer  appointments  to  all  eligibles  on  promotive  lists  (regardless  of 
score)  prior  to  offering  appointments  to  candidates  on  open  (entrance) 
lists.   This  means  that  an  eligible  with  a  lower  passing  score  would  be 
offered  appointment  before  an  entrance  candidate  drawn  from  outside  the 
city  service,  even  though  the  entrance  candidate  had  a  higher  examination 
score.   Your  Commission  has  promoted  and  vigorously  supported  a  Charter 
Amendment  which  we  hope  will  be  considered  at  the  1977  general  election 
which  will  modify  this  requirement  by  merging  entrance  and  promotive 
lists.   The  result  of  this  amendment,  if  approved,  will  be  to  open  up 
our  promotive  hiring  to  the  best  qualified  persons  available,  including 
persons  drawn  from  outside  the  pool  of  city  employees,  thus  providing 
new  blood  throughout  the  system.   Common  sense  dictates  that  this  needed 
infusion  of  new  blood  into  the  selection  process  will  result  in  a  higher 
grade  of  employees  within  existing  budget  allotments. 

Revision  Of  The  Next  Lower  Rank  Concept.   Our  system  must  be  made 
flexible  enough  so  that  the  men  and  women  rise  to  the  levels  of  their 
maximum  efficiency  unencumbered  by  rigid  rule  or  charter  requirements. 
Hence,  review  of  minimum  requirements  is  under  way  and  a  detailed  job 
analysis  for  all  promotive  classes  is  being  undertaken  to  determine  if 
a  revision  of  requirements  will  increase  the  number  of  candidates 
eligible  for  promotive  examinations  without  jeopardizing  the  job-related- 
ness  of  the  requirements.   The  intent  here  is  to  make  more  realistic  the 
minimum  requirements  for  entrance  into  our  service.   This  of  course  is 
a  direct  response  to  our  affirmative  action  commitment  which  we  are  proud 
to  say  has  produced  the  appointment  of  in  excess  of  60%  of  qualified 
minorities  and  women  to  vacancies  in  our  city  service  during  the  past 
year.   It  is  worth  noting  that  already  45%  of  our  work  force  is  composed 
of  minority  persons.   Twenty-four  percent  (24%)  of  our  employees  are 
Black,  for  example,  in  a  city  in  which  Blacks  represent  only  slightly 
more  than  11%  of  the  population. 

We  commend  your  office  for  having  recommended  approval  of  a  budget 
item  in  our  last  budget  for  an  Affirmative  Action  Officer.   We  are 
committed  to  the  proposition  that  the  doors  of  opportunity  to  be  opened 
wide  to  minority  persons  who  have  too  long  been  excluded  from  a  full 
measure  of  the  economic  opportunities  which  our  city  and  country  afford. 
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In  spite  of  the  budgetary  deletion  of  the  Affirmative  Action  Officer  by  the 
Board  of  Supervisors,  in  response  to  the  fiscal  crisis,  our  staff  will 
continue  its  efforts  in  recruitment  programs,  job  restructuring,  a  declin- 
ing utilization  of  written  exams  in  favor  of  skill  tests  and  oral  board 
reviews,  and  in  other  methods  designed  to  open  up  more  opportunities  for 
women  and  minorities.   Our  shared  commitment  with  you  is  to  preserving 
a  system  in  which  selections  are  made  in  a  racially  neutral  way;  in  which 
men  and  women  can  rise  or  fall  in  Civil  Service  upon  their  own  individual 
merits. 

Position  Control.   The  Civil  Service  Commission  has  given  considerable 
study  to  a  Position  Control  System,  and  will  present  the  plan  to  both  you, 
the  City  Controller,  and  the  Board  of  Supervisors  in  the  hope  of  assisting 
you  in  satisfying  what  must  be  the  greatest  void  in  your  management  infor- 
mation system.   In  brief,  the  proposed  Position  Control  System  would  enable 
you  and  the  Board  of  Supervisors  to  be  aware  on  an  immediate  basis  of  all 
vacancies,  both  permanent  and  temporary,  occurring  in  the  service.   Without 
this  cost-data  base  there  can  really  be  no  comprehensive  fiscal  management 
of  the  personnel  system.   With  it,  great  long-term  cost  savings  can  be 
realized  in  the  planning  of  our  future  personnel  needs. 

This  letter  outlines  some  of  our  recent  undertakings  and  visions  for 
the  future.   We  would  be  remiss,  however,  not  to  take  note  of  the  extra- 
ordinary talent  of  our  Civil  Service  staff,  particularly  Mr.  Bernard  Orsi 
(our  General  Manager  so  recently  and  lavishly  praised  by  the  Grand  Jury), 
and  his  career  Civil  Service  Chief  of  Staff,  Mr.  James  F.  Wurm.   Note  should 
be  made  also  of  the  extraordinary  amount  of  work  which  has  been  performed 
by  the  staff  during  the  past  few  years .   It  is  not  very  long  ago  that  the 
Grand  Jury,  community  groups,  the  Board  of  Supervisors,  and  even  the  Mayor 
lamented  over  the  tremendous  backlog  in  the  examination  program  which  was 
estimated  to  be  approximately  500  complete  examinations  at  one  time.   Civil 
Service  was  widely  and  properly  rebuked  for  its  unresponsiveness  to  the 
needs  of  departments  and  its  inability  to  provide  programs  and  innovations 
which  would  lead  to  more  efficiency  within  an  integral  productive  work 
force.   Those  criticisms  of  the  past  have  been  silenced  in  recent  years. 
We  tip  our  hats  to  a  great  staff  and  hardworking  citizen  Commissioners 
who  have  worked  diligently  and  effectively  against  tremendous  fiscal, 
charter  and  regulatory  stumbling  blocks  strewn  across  the  path  of  progress. 
Ours  is  an  extraordinarily  talented  and  dedicated  staff  to  whom  we  offer 
our  deepest  appreciation. 
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Finally,  we  would  like  to  thank  your  office,  and  each  member  of  the 
Board  of  Supervisors  for  the  tremendous  help  and  support  you  have  given  us , 
We  invite  you  to  join  with  us  in  the  future  as  we  attempt  to  move  into  a 
new  era  of  high  performance  and  fiscal  responsiveness  for  Civil  Service 
toward  the  end  that  the  people  of  San  Francisco  get  their  money's  worth 
in  city  services. 

Sincerely, 

civil  service  commission; 


aLz£c<~**c-*-*-*< 


Darrell  J.  Salomon 
President 
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DARRELL  J.  SALOMON, 
President 


Commissioners 


FRANK  N.  ALIOTO, 
Vice  President 


WILLIAM  JACK  CHOW 


GENEVIEVE  POWELL 


JOSEPH  C.  TARANTINO 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
CIVIL  SERVICE  COMMISSION 

151  CITY  HALL 
SAN  FRANCISCO.  CALIFORNIA  94102 


ell  J-  Salomon 

President 

ink  N.  Alioto 
•ce  President 

am  Jack  Chow 
levieve  Powell 
lih  C.  Tarantino 
ynmitsionerj 


(415)  558-5624 


Bernard  Orsi 
General  Manager,  Personn 


The  Honorable 

Civil  Service  Commission 

Room  151  -  City  Hall 

San  Francisco,  California 


Dear  Commissioners: 


When  I  assumed  my  office  almost  five  years  ago,  I  stated  that  it 
was  my  intention  to  make  the  San  Francisco  Personnel  Department  the 
most  dynamic,  progressive  public  personnel  agency  in  the  United  States. 
We  are  well  on  our  way  to  achieving  this  lofty-goal  as  you  will  see  by 
reviewing  in  this  report  the  accomplishments  of  a  year  of  productivity 
and  progress.   I  am,  therefore,  extremely  proud  to  submit  this  Annual 
Report  for  fiscal  year  1975-76  to  you. 

In  this  era  when  the  merit  system  is  confronted  with  ever-increasing 
challenge  and  attack,  the  members  of  my  staff  -  as  evidenced  in  this 
report  -  have  provided  the  necessary  creative  and  responsive  leadership 
in  administering  an  effective  personnel  system  for  the  citizens  of 
San  Francisco.   I  am  grateful  for  their  support,  their  diligent  efforts, 
and  their  stewardship  in  implementing  our  Charter  mandate:   "For  the 
good  of  the  public  service" . 

On  behalf  of  the  staff  of  the  Personnel  Department,  I  wish  to 
express  my  appreciation  to  the  members  of  the  Civil  Service  Commission, 
the  Board  of  Supervisors,  the  Grand  Jury,  and  civic,  labor,  and  employee 
organizations  for  their  interest  and  cooperation  as  we  attempt  to  develop 
a  progressive  and  responsive  personnel  system  for  the  City  and  County  of 
San  Francisco. 


We  look  forward  with  great  anticipation  to  another  year  of  continu- 
ing progress  for  the  merit  system  in  San  Francisco. 


pectfully  sjilmitted, 


General  Manager,  Personnel 


BERNARD  OR SI 
General  Manager,  Personnel 


JAMES  F.  WURM 
Assistant  General  Manager, 
Personnel 


HIGHLIGHTS  OF  FISCAL  YEAR 

The  passage  of  Proposition  D  on  the  November,  1975  ballot  increased 
the  Civil  Service  Commission  from  three  to  five  members. 

A  Training  Unit  with  a  full-time  Training  Officer  was  established 
to  assess  staff  training  needs  in  order  to  assist  in  overall  employee 
development . 

Minority  eligibles  received  47%  of  appointments  from  Civil  Service 
lists. 

A  Performance  Evaluation  System  was  developed,  has  been  implemented 
in  three  departments,  and  will  soon  be  extended  to  all  City  departments 
and  to  all  employees . 

The  Rules  Revision  Committee  has  completed  its  preliminary  review 
of  the  Rules  and  will  propose  to  update  and  clarify  the  Civil  Service 
Commission  Rules . 

An  Employee  Suggestion  Program  is  being  developed  and  will  be  fully 
implemented  in  fiscal  year  1976-77. 

A  Clerical  Generalist  Team  was  established  to  handle  all  phases  of 
entry  level  clerical  examination  and  classification. 

In  conjunction  with  the  Community  College  District,  a  special 
Curriculum  Committee  was  established  to  develop  courses  in  Basics  of 
Supervision  and  Management,  in  an  attempt  to  improve  mid-management  and 
executive  performance,  and  an  advanced  management  seminar  throughout 
City  agencies. 

A  new  program  format  for  collecting  and  reporting  work  force  compo- 
sition was  developed. 

Major  classification  studies  were  conducted  or  completed  on  the 
Commission  on  Aging,  Community  College  District,  District  Attorney's 
Office,  and  Redevelopment  Agency. 

An  Equal  Employment  Opportunity  unit  within  the  Civil  Service 
Commission  has  been  established. 

A  Charter  Amendment  establishing  a  hearing  officer  to  replace  the 
department  head  in  dismissal  procedures  was  submitted  to  the  electorate 
for  the  November,  1976  election. 

A  new  Grievance  Procedure  is  being  developed  by  a  special  committee 
of  management  and  labor  representatives  resulting  from  "meet  and  confer" 
discussions  between  the  Civil  Service  Commission  and  employee  organization 
representatives . 


THE  CIVIL  SERVICE  COMMISSION 


MEMBERSHIP 


After  75  years  as  a  three -member  body,  the  passage  of  Proposition  D 
on  the  November,  1975  ballot  increased  the  membership  of  the  Civil  Service 
Commission  from  three  to  five  members ,  at  least  one  of  whom  must  be  a 
woman.   Those  serving  on  the  Commission  when  Proposition  D  passed  were 
Frank  N.  Alioto,  William  Jack  Chow,  and  Joseph  C.  Tarantino,  who  are 
serving  six-year  overlapping  terms.   Appointed  to  fill  the  two  new 
positions  were  Genevieve  Powell  and  Darrell  J.  Salomon  whose  terms  will 
expire  on  June  30,  1981. 


RESPONSIBILITIES 


The  Civil  Service  Commission  is  mandated  by  Charter  to  the  employment 
and  personnel  department  of  the  City  and  County  that  qualifies  individuals 
for  appointments  to  the  public  service  on  the  basis  of  merit  and  fitness 
as  shown  by  appropriate  tests.   The  Commission  classifies  and  reclassifies 
all  places  of  employment  in  City  departments,  including  those  exempted  by 
Charter.   Derived  from  the  Charter  provisions  is  the  concept  that  the 
Civil  Service  Commission's  major  responsibility  is  rendering  service  to 
departments  and  employees . 


MEETINGS  &  HEARINGS 


During  fiscal  year  1975-76,  the  Civil  Service  Commission  met  a  total 
of  42  times. 

The  Commission  conducted  23  regular  and  19  special  meetings  in  order 
to  review  separations  from  the  service,  classification,  salary  and  wage, 
inservice,  miscellaneous,  and  examination  matters.   The  Commission 
considered  179  classification  items  which  resulted  in  the  establishment 
of  397  new  positions,  21  new  classifications,  amendment  to  19  class 
specifications,  and  reclassification  of  47  existing  positions.   The 
Commission  also  reviewed  12  special  classification  studies.   Ninety-nine 
salary  ordinance  amendments  were  submitted  as  a  result  of  Commission 
action.   Among  the  86  salary  and  wage  matters  considered  by  the  Commission 
were  the  surveys  of  Police,  Fire  and  Municipal  Railway  rates  of  pay. 
Ninety-four  items  of  in-service  activities  were  reviewed  and  46  miscel- 
laneous items.   The  Commission  considered  202  examination  appeals. 

The  Commission  reviewed  52  resignations;  106  terminations  of  limited 
tenure  appointments;  64  terminations  of  entrance  probationary  appointments; 
9  terminations  of  promotive  probationary  appointments;  38  terminations  of 
temporary  appointments  and  128  abandonments  of  position.   In  addition, 
the  Commission  considered  29  appeals  of  dismissal  by  appointing  officers 
and  39  reconsideration  requests. 


BUDGET 


The  following  summarizes  expenditures  for  the  Civil  Service 
Commission  for  the  fiscal  year  ending  June  30,  1976: 


RECEIPTS: 

Budget  Appropriation  for  1975-76 

EXPENDITURES: 

Salaries  -  Permanent  $1,226,254.30 

Salaries  -  Overtime  1,302.74 

Salaries  -  Temporary  58,201.54 

Special  Services  9,186.64 

Oral  Board  Expenses  3,675.90 

Automobile  -  Maintenance  79.00 

Automobile  -  Fuel  246.34 

Telephone  17,859.90 

Postage  11,935.29 

Travel  Expenses  426.50 

Advertising  and  Printing  1,388.45 

Equipment  -  Maintenance  and  Repair  2,453.39 

Equipment  -  Rentals  4,387.37 

Dues,  Memberships,  Subscriptions  1,207.61 

Tabulating  Services  7,000.00 

Fingerprinting  1,003.05 

Reproduct  ion  1,883.06 

Medical  Supplies  1,472.43 

Office  Supplies  14,822.01 

Books  and  Periodicals  105.91 

Capital  Outlay  -  Medical  Equipment  1,096.11 

Salary  Survey  11,502.23 

Police  and  Fire  Examinations  16,101.11 


$1,530,976. 91 


TOTAL  EXPENDED 


$1,393,590.88 


EMPLOYEES 


The  Civil  Service  Commission  Department  is  allocated  91  permanent 
positions  enumerated  as  follows: 

Number 
Class  Number  Title 


120  Commissioners 

1202  Personnel  Clerk 

1212  Timeroll  Audit  Clerk 

1214  Senior  Timeroll  Audit  Clerk 

1216  Principal  Timeroll  Audit  Clerk 

1217  Senior  Certification  Clerk 
1240  Assistant  Personnel  Analyst 
1242  Personnel  Analyst 

1244  Senior  Personnel  Analyst 

1246  Principal  Personnel  Analyst 

1248  Assistant  Division  Manager,  Personnel 

1278  Division  Manager,  Personnel 

1284  Assistant  Secretary,  Civil  Service  Comm. 

1288  Assistant  General  Manager,  Personnel 

1292  General  Manager,  Personnel 

1402  Junior  Clerk 

1404  Clerk 

1424  Clerk  Typist 

1426  Senior  Clerk  Typist 

1444  Clerk  Stenographer 

1446  Senior  Clerk  Stenographer 

1528  Administrative  Secretary 

1760  Offset  Machine  Operator 

1764  Mail  and  Reproduction  Service  Suprv. 

2430  Medical  Examination  Assistant 


5 
4 
7 
1 
1 
1 
11 


CETA   EMPLOYEES 


The  Civil  Service  Commission  has  also  been  provided  with  the 
following  38  employees  funded  under  the  Comprehensive  Employment  and 
Training  Act  (CETA): 


Class  Number 

Title 

1202 

Personnel  Clerk 

1240 

Assistant  Personnel  Analyst 

1402 

Junior  Clerk 

1404 

Clerk 

1424 

Clerk  Typist 

1650 

Accountant 

1760 

Offset  Machine  Operator 

9702 

Manpower  Specialist  I 

9708 

Manpower  Specialist  IV 

9998 

Staff  Aide,  CETA 

Number 

13 
5 
2 

1 
10 
1 
1 
1 
1 
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MANAGEMENT  &   EMPLOYEE  SERVICES  DIVISION 


SALARY  STANDARDIZATION  SECTION 


The  primary  function  of  the  Salary  Standardization  Section  is  to 
survey  prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a 
basis  for  establishing  rates  of  pay  for  all  City  employees  according  to 
the  provisions  of  the  Charter,  as  well  as  implementing  and  recommending 
revisions  to  the  administrative  provisions  of  the  Salary  Standardization 
Ordinance.   Other  duties  include  conducting  fringe  benefit  and  special- 
ized surveys  at  the  request  of  the  Civil  Service  Commission  or  Board  of 
Supervisors,  completing  survey  questionnaires  for  other  jurisdictions, 
and  implementing  the  salary  plan  by  coordinating  salary  matters  with  all 
City  departments. 

Salary  Standardization  is  done  in  the  following  manner: 


POLICE  &   FIRE 


The  Civil  Service  Commission  staff  conducts  surveys  in  February 
and  August  each  year  of  rates  of  compensation  paid  Police  Officers  and 
Fire  Fighters  in  California  cities  which  have  a  population  of  100,000 
or  more.   The  results  of  these  surveys  are  reported  to  the  Civil  Service 
Commission  which  certifies  the  rates  to  the  Board  of  Supervisors.   The 
Board  of  Supervisors  then  sets  a  preliminary  rate  in  February  and  a  final 
rate  in  August  to  be  effective  the  predeeding  July  1.   As  specified  in 
the  Charter,  the  rate  fixed  by  the  Board  of  Supervisors  must  not  exceed 
the  highest  rate  of  compensation  paid  Police  Officers  or  Fire  Fighters 
in  the  cities  surveyed.   The  survey  also  includes  the  additional  rates 
of  compensation  paid  to  members  of  the  Police  Departments  assigned  to 
two-wheel  motorcycle  traffic  duty. 
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For  the  year  1975-76,  the  Civil  Service  Commission  survey  included 
19  cities  as  shown  on  the  chart  on  page  17,   The  highest  rate  being  paid 
was  that  of  the  City  of  Los  Angeles,  $1568  per  month,  and  the  highest 
being  paid  for  two-wheel  motorcycle  duty  was  by  the  City  of  Los  Angeles 
$172  per  month.   The  Board  of  Supervisors  discussed  setting  the  rate  of 
compensation  for  Police  Officers  and  Fire  Fighters  in  regular  service  at 
a  rate  less  than  the  highest  rate  shown  in  the  survey.   This  resulted  in 
a  strike  by  the  uniform  members  of  the  Police  and  Fire  Departments.   The 
strike  continued  for  3  days.   The  Mayor,  in  order  to  settle  the  strike, 
exercised  the  emergency  powers  extended  his  office  by  Charter  and  by  pro- 
clamation set  the  rate  at  $1568  per  month  for  the  4th  year  Patrolman. 
This  resulted  in  an  increase  of  13.05%  in  pay  effective  October  15.   The 
Mayor's  action  has  been  challenged  in  court  and  the  13.05%  increase  in 
pay  has  not  been  paid  pending  settlement  of  this  litigation.   For  this 
reason,  the  rates  in  effect  for  fiscal  year  1974—75  were  paid  for  fiscal 
year  1975-76. 


MUNICIPAL  RAILWAY 


The  Civil  Service  Commission  staff  conducts  a  survey  of  street 
railway  and  bus  systems  in  the  United  States  operating  primarily  within 
the  municipalities  having  a  population  of  not  less  than  500,000  and  each 
such  system  normally  employing  not  less  than  400  platform  employees  or 
coach  or  bus  operators.   The  Commission  then  certifies  to  the  Board  of 
Supervisors  the  average  of  the  two  highest  wage  schedules  in  effect  on 
July  1  for  comparable  employees  in  the  systems  certified  in  the  report. 
The  Board  of  Supervisors  thereupon  fixes  a  wage  schedule  which  shall 
not  be  in  excess  of  the  average  of  the  two  highest  wage  schedules  so 
certified  by  the  Civil  Service  Commission.   The  Commission  also  ana- 
lyzes and  recommends  to  the  Board  of  Supervisors  the  working  conditions 
and  the  amount  equivalent  to  the  dollar  value  of  differentials  in  the 
benefits  in  the  Retirement  System,  Health  Service  System  and  Vacation 
Allowances. 


For  the  year  1975-76,  the  survey  shown  on  page  18  which  was 
certified  by  the  Civil  Service  Commission  showed  that  the  Chicago 
Transit  Authority  and  the  New  York  Transit  Authority  paid  the  highest 
rates  for  platform  personnel  as  of  July  1.   The  average  of  the  two 
was  $6,815  per  hour  effective  July  1,  1975  and  $6.89  per  hour  effec- 
tive December  1,  1975.   This  represented  1„208%  and  2.322%  increase 
respectively  in  the  base  pay. 


CRAFTS 


The  1975-76  wages  of  craft  employees  working  for  the  city  and  county 
service  are  established  by  the  rates  of  pay  under  Collective  Bargaining 
Agreements  in  private  industries  when  such  rate  is  generally  prevailing  and 
paid  in  San  Francisco. 

Charter  Section  8.403  requires  the  Civil  Service  Commission  on  or 
prior  to  April  1  of  each  year  to  certify  to  the  Board  of  Supervisors  rates 
of  pay  generally  prevailing  for  crafts  in  city  employment.   The  Board  of 
Supervisors,  by  ordinance,  adopts  these  rates  to  be  paid  effective  July  1 
following. 

The  Civil  Service  Commission  on  or  before  the  second  Monday  of  July 
reviews  all  craft  rates  and  reports  to  the  Board  of  Supervisors  any  modifi- 
cations effective  July  1.   The  Board  of  Supervisors,  by  ordinance,  no  later 
than  July  25  revises  all  craft  rates  and  such  amendments  are  retroactive  to 
July  1  for  payment.   The  1975-76  average  increase  for  craft  employees 
amounted  to  10.5%. 

Collective  Bargaining  Agreements  included  the  following  classes: 

7319  Electric  Motor  Shopman 
7321  Elevator  Mechanic 
7326  Glazier 

7332  Maintenance  Machinist 
7334  Stationary  Engineer 

7344  Carpenter 

7345  Electrician 

7347  Plumber 

7348  Steamfitter 
7367  Radio  Technician 
7378  Tile  Setter 
7392  Window  Cleaner 

7395  Ornamental  Iron  Worker 

7450  Shade  and  Drapery  Man 

9330  Pileman 

9346  Fusion  Welder 

P103  Special  Nurse 

The  rate  of  pay  for  the  following  craft  classes  were  determined  as 
prescribed  by  Charter  Section  8.403  since  these  classes  were  included  under 
Collective  Bargaining  Agreements  for  the  first  time: 

0190  Bookbinder 

2302  Orderly 

2305  Psychiatric  Technician 

2310  Operating  Room  Technician 

2312  Licensed  Vocational  Nurse 

2320  Registered  Nurse 
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2514  Orthopedic  Technician 

2604  Food  Service  Worker 

2702  Janitress 

2714  Janitor 

2716  Janitor  Sub-Foreman 

2736  Porter 

2738  Porter  Sub-Foreman 

2772  Seamstress 

It  should  be  noted  that  in  the  election  held  November,  1975,  the 
electorate  passed  a  Charter  amendment  deleting  Charter  Section  8.403.   This 
results  in  salaries  for  craft  classifications  being  determined  under  Charter 
Section  8.401,  Salary  Standardization. 

MISCELLANEOUS  EMPLOYEE'S  BENCHMARK 


The  Civil  Service  Commission  salary  recommendations  for  1976-77  were 
the  result  of  a  comprehensive  investigation  and  survey  required  under  the 
provisions  of  Charter  Section  8.401. 

As  implemented  in  1972,  the  survey  was  restricted  to  a  number  of  key 
or  benchmark  classes.   All  related  classifications  were  then  grouped  with 
the  selected  benchmark  classifications  to  create  an  occupational  family. 
The  data  collected  included  comparable  rates  in  both  private  and  public  em- 
ployment.  The  survey  of  private  employment  was  made  by  the  Bay  Area  Salary 
Survey  Committee  and  included  503  firms  operating  in  San  Francisco  Bay  Area, 
each  employing  approximately  50  or  more  persons.   The  survey  of  public  em- 
ployment uses  jurisdictions  selected  as  being  most  comparable  to 
San  Francisco  by  reason  of  size,  geographical  location  and  scope  of  oper- 
ation.  These  included: 

Alameda  County 

Contra  Costa  County 

San  Mateo  County 

Santa  Clara  County 

City  of  Oakland 

Sacramento  County 

East  Bay  Municipal  Utility  District 

Los  Angeles  County 

City  of  Los  Angeles 

Los  Angeles  Water  and  Power 

Orange  County 

San  Diego  County 

Los  Angeles  Community  College  District 

San  Diego  Community  College  District 

Peralta  College  District 

San  Mateo  Community  College  District 

Foothill  Community  College  District 

Contra  Costa  Community  College  District 


State  of  California 

University  of  California,  San  Francisco  Medical  Center 

University  of  California,  Berkeley  Campus 

United  States  Government 

Los  Angeles  City  School  District 

San  Diego  Unified  School  District 

Oakland  City  Unified  School  District 

Chabot  Community  College  District 

This  year  the  number  of  key  or  benchmark  classes  was  increased  to 
eighty-five.   In  November,  1975,  the  electorate  passed  a  Charter  amendment 
deleting  Charter  Section  8.403  which  resulted  in  the  inclusion  of  the  craft 
classifications  with  the  miscellaneous  classes  for  salary  setting  purposes.. 

The  Civil  Service  Personnel  Department  completed  its  preliminary 
salary  survey  early  December,  1975.  The  data  in  the  salary  survey  was 
available  for  inspection  for  a  two  week  period  for  all  employees  and  all 
employee  representatives,  civic,  public,  and  professional  organizations. 
Request  for  salary  adjustments  and  changes  in  benchmark  classification 
relationships,  which  were  received  during  the  inspection  period  of  the 
salary  data,  were  resolved  and  in  January,  1976,  the  Civil  Service  Com- 
mission adopted  the  following  recommendations: 

1.  No  salary  increase  for  any  benchmark  classification  which  is  at 
or  over  data  in  the  salary  survey.   This  included  most  of  the 
craft  classifications.   Craft  classifications  included  as  part 
of  the  rate  of  pay  the  cash  value  of  certain  fringes  paid  to 
city  craft  employees. 

2.  Classifications  with  beginning  salary  of  $30,000  per  year  or 
more  were  excluded  from  any  salary  adjustments. 

3.  Consideration  of  the  cost  of  living  factor  in  the  final  salary 
setting  deliberation.   An  annualized  7.8%  increase  in  the  cost 

of  living  was  projected  from  cost  of  living  increases  as  reported 
by  the  Bureau  of  Labor  Statistics. 

4.  For  benchmark  classes  which  are  under  data,  the  recommendations 
were  as  follows: 

Classes  under  data  between   .1%  to   5% 2%  adjustment 

Classes  under  data  between  5.1%  to  10% 3^%  adjustment 

Classes  under  data  between  10.1%  to  15% 5^%  adjustment 

Classes  under  data  between  15.1%  or  more 6%  adjustment 

5.  Internal  adjustments  from  2^%  to  10%  for  29  classifications  gov- 
erned by  the  Supervisory  Differential  Provisions  on  Section  IV. 
H.  of  the  Salary  Standardization  Ordinance  and  2^%  to  10%  ad- 
justments for  74  other  classifications  for  establishing  proper 
internal  relationships  for  both  promotive  and  incentive  purposes. 


The  above  recommendations  adopted  by  the  Civil  Service  Commission 
were  posted  for  a  two-week  period  as  required  by  Charter  and  then  submitted 
to  the  Board  of  Supervisors  for  their  consideration.   The  estimated  cost  of 
the  recommendations  adopted  by  the  Civil  Service  Commission  was  calculated 
to  be  $3,947,108. 

The  Board  of  Supervisors,  after  lengthy  deliberations  and  several 
meet  and  confer  sessions  with  various  employee  organizations,  adopted  the 
following  formulae  for  determining  salaries  for  employees  pursuant  to 
Charter  Section  8.401: 

1.  For  employees  formerly  covered  under  Charter  Section  8.403  where 
representation  units  had  not  entered  into  signed  agreements,  the 
basic  rate  payable  on  March  31,  1976  excluding  payment  for  holi- 
days, health  and  welfare  and  security  savings:   twelve  paid 
holidays  and  contribution  for  the  city  Health  Service  System  in 
an  amount  of  $327.60  per  year. 

2.  For  employees  not  covered  by  a  written  agreement,  with  a  repre- 
sentative organization,  the  following  formulas  applied: 

A  3%  salary  increase  for  employees  currently  paid  above- 
data,  or  to  4.9%  below-data. 

A  3%  salary  increase  for  employees  currently  paid  from  5% 
to  5.9%  below-data. 

A  1%  salary  increase  for  executive  management  and  confiden- 
tial positions,  in  addition  to  any  authorized  percentage 
increase. 

A  4%  salary  increase  for  employees  currently  paid  from  6% 
to  9.9%  below-data. 

A  5%  salary  increase  for  employees  currently  paid  from  10% 
to  14.9%  below-data. 

A  7%  salary  increase  for  employees  currently  paid  15%  or 
more  below-data. 

3.  A  3%  to  11%  increase  for  employees  in  classifications  who  were 
represented  by  the  following  organizations: 

SEIU  Joint  Council 

Teamsters  Union 

Professional  &  Technical  Engineers,  Local  21 

Deputy  Sheriffs  (Teamsters) 

Data  Processing  Guild 

Municipal  Planners  Association 

Municipal  Architectural  Employees  Association 

Municipal  Attorneys  Association 


Municipal  Right -of -Way  Agents  Association 
Union  of  American  Physicians 
Stationary  Engineers,  Local  39 
Painters,  Local  4 

Employees  in  craft  classifications  went  on  strike  because  their 
classifications  were  to  receive  the  basic  rate  payable  for  their  classifi- 
cation as  of  March  31,  1976.   The  period  of  strike  lasted  38  days  and  was 
settled  by  agreeing  that  a  Joint  Study  Committee  would  be  established 
whose  primary  task  would  be  to  perform  fact  finding  concerning  wages  and 
conditions  of  employment.   The  Fact  Finding  Committee  held  11  separate 
meetings  which  were  open  to  the  public  and  facts  surrounding  wages,  hours 
and  working  conditions  were  discussed.   At  the  conclusion  of  these  meet- 
ings, it  was  agreed  and  approved  by  the  Board  of  Supervisors  that  premium 
pay  for  certain  craft  classifications  for  hazardous  duty  would  be  restored 
and  several  recommendations  were  made  for  future  salary  standardization 
ordinances. 
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Pay  Setting  For  The  Future 

In  November,  1976,  the  electorate  will  be  considering  a  proposed 
amendment  to  the  Charter  adding  a  new  Charter  Section  8.407,  Definition 
and  Generally  Prevailing  Rates  of  Wages.   This  amendment  will  require 
the  Civil  Service  Commission  to  conduct  a  comprehensive  investigation 
and  survey  of  basic  pay  rates  for  wages  and  salaries  in  other  govern- 
mental jurisdictions  and  private  employment  for  like  work  and  like 
service  based  upon  job  classifications  primarily  in  the  Bay  Area  and 
will  require  the  Civil  Service  Commission  to  make  its  findings,  based 
on  facts  and  data  collected  as  to  what  are  generally  prevailing  pay 
rates  for  each  benchmark  class.   The  amendment  required  that  the  salary 
data  be  collected  solely  from  the  Bay  Area  counties  of  Alameda,  Contra 
Costa,  Marin,  San  Mateo,  San  Francisco  and  Santa  Clara.   If  there  is 
insufficient  salary  data  available,  then  the  Commission  shall  survey 
other  major  public  agencies  in  the  State  employing  such  class  where 
the  agency  employs  more  than  3,000  persons.   This  amendment  stipulates 
that  the  salary  data  from  public  agencies  be  collected  from  five  other 
Bay  Area  counties,  the  ten  most  populous  cities  in  these  counties; 
agencies  of  the  State  and  Federal  government;  and  from  school  districts 
and  other  special  districts  in  these  counties.   The  Commission  may 
collect  private  basic  pay  rate  data  from  the  recognized  governmental 
Bay  Area  salary  survey  of  private  employers  in  the  City  and  County  of 
San  Francisco  and  Bay  Area  counties  of  Contra  Costa,  Marin,  San  Mateo 
and  Santa  Clara.   The  data  collected  is  to  be  limited  to  rates  of  pay 
and  salary  actually  being  paid  by  private  employers  for  like  work  and 
like  service. 

The  amendment  defines  the  term  "prevailing  rates  of  wages"  as  the 
rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of 
the  basic  rates,  excluding  fringe  benefits,  for  surveyed  public  employ- 
ment and  the  median  of  the  pay  rates  for  private  employment.   The  amend- 
ment stipulates  that  the  Board  of  Supervisors  shall  not  set  the  maximum 
rate  of  pay  for  any  class  in  excess  of  the  maximum  prevailing  rate  for 
that  class  and  further  provides  that  no  employee  shall  have  his  basic 
pay  rate  reduced. 

On  June  8,  1976,  the  electorate  passed  an  amendment  to  the  Charter 
establishing  a  new  method  for  setting  salaries  of  the  uniformed  forces 
in  the  Police  and  Fire  Departments.   Under  this  new  method,  the  Civil 
Service  Commission  is  required  to  survey  and  certify  to  the  Board  of 
Supervisors  rates  of  compensation  paid  Police  Officers  or  Patrolmen 
employed  in  Police  Departments  in  all  cities  with  a  population  of 
350,000  or  over  in  the  State  of  California.   The  rate  to  be  certified 
is  the  average  of  the  maximum  rates  paid  to  each  Police  Officer  or 
Patrolman  classification  performing  the  same  or  essentially  the  same 
duties  as  Police  Officers  or  Patrolmen  in  the  City  and  County  of 
San  Francisco;  further,  this  certified  rate  is  to  be  the  rate  of  com- 
pensation payable  for  the  fourth  year  of  service  in  the  class  of 


Police  Officer.   The  rate  of  pay  for  the  first,  second  and  third  year  of 
service  for  Police  Officers  is  to  be  established  in  accordance  with  the 
general  percentage  differential  between  seniority  steps  found  in  the 
salary  ranges  included  in  the  cities  surveyed. 

The  same  method  is  used  for  determining  salaries  for  Fire  Fighters. 
The  principal  of  pay  parity  between  the  basic  classifications  of  Police 
Officer  and  Fire  Fighter  is  continued  in  this  amendment. 


XASSIFICATION   SECTION 


Position  classification  is  the  basic  tool  of  personnel  management. 
It  is  the  process  of,  first,  analyzing  jobs  to  determine  their  primary 
tasks  and  the  knowledge,  abilities  and  skills  required  to  perform  those 
tasks,  and  second,  grouping  the  jobs  into  "classes"  on  the  basis  of 
similarity  in  these  respects.   Class  specifications  are  then  written  to 
define  the  boundaries  and  basic  characteristics  of  each  class.   This 
process  makes  it  possible  to  provide  like  treatment  to  similar  positions 
in  recruitment,  examination,  pay,  training  and  other  aspects  of  personnel 
management.   Position  classification  is  the  key  element  in  implementing 
the  basic  merit  principle  of  "equal  pay  for  equal  work." 

The  Classification  plan  is  a  reflection  of  the  organization  and  it 
changes  when  the  needs  of  the  City  and  County  change.   During  the  past 
year,  the  Classification  Section  conducted  the  following  major  studies 
resulting  in  changes  to  the  Plan: 

MAJOR  CLASSIFICATION   STUDIES 

1.   Apprenticeship  classes  for  Stationary  Engineer  and  Stationary 
Engineer,  Sewage  Plant  were  established  because  of  new  certification 
requirements  established  by  the  California  State  Water  Resources  Control 
Board  and  the  State  Department  of  Public  Health.   The  work  training  program 
was  designed  to  provide  the  Department  of  Public  Works  with  sufficient 
personnel  properly  trained  and  qualified  to  meet  State  certification 
standards  required  at  waste  water  treatment  and  water  purification 
facilities . 
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The  City's  master  plan  includes  the  construction  of  facilities  for  new 
and  additional  waste  water  treatment  processes  which  will  require  an 
increase  in  operation  and  maintenance  staff  and  a  higher  degree  of 
skills  in  that  staff. 

The  establishment  of  the  apprenticeship  classes  attracted  numerous 
applicants  representative  of  various  communities.   An  eligible  list  for 
this  classification  was  recently  adopted  with  approximately  400  eligibles. 

2.  The  installation  of  an  automated  Command  and  Control  System 
at  the  Central  Fire  Alarm  Station  resulted  in  the  establishment  of  two 
technical  and  specialized  classes;  7132  Telecommunications  Supervisor 
and  7366  Telecommunications  Technician.   These  new  classifications  are 
responsible  for  the  maintenance  and  testing  of  a  highly  sophisticated 
computerized  Command  and  Control  System  currently  being  installed  in 

the  Fire  Alarm  Dispatch  Center.   The  creation  of  these  two  classifications 
is  indicative  of  a  trend  for  more  specialized  classes  resulting  from 
technological  changes  within  the  department . 

3.  A  major  study  was  conducted  of  the  Commission  on  Aging  in 
order  to  classify  27  positions  for  that  department.   The  new  classifi- 
cations created  were  9720  Specialist  in  Aging  I;  9722  Specialist  in 
Aging  II;  9724  Specialist  in  Aging  III  and  1839  Administrative  Assistant, 
Commission  on  Aging. 

4.  A  survey  was  conducted  of  two  high  level  administrative  positions 
in  the  Department  of  Public  Health,  Class  1166  Director  of  Public  Health 
and  2184  Administrator,  San  Francisco  General  Hospital.   Because  of  a 
significant  number  of  changes  in  the  scope  of  responsibilities  of  these 
positions  caused  by  the  expansion  of  functions  and  services  rendered  by 
the  Department  of  Public  Health  and  by  the  San  Francisco  Medical  Center, 
the  current  classifications  and  salaries  were  no  longer  reflective  of 
these  positions.   After  thorough  analysis,  the  staff  concurred  with  the 
department's  request  to  establish  two  new  classifications  of  1165  Director, 
Health  Care  Services  and  2186  Administrator,  San  Francisco  General  Hospital, 

5.  A  staff  report  was  adopted  by  the  Commission  identifying  para- 
professional  positions  in  the  San  Francisco  Unified  School  District  and 
the  Community  College  District  which  were  exempt  by  Charter  Amendment 
(Proposition  J  -  11/6/73).   A  definition  of  Instructional  Aide  for  both 
the  San  Francisco  Unified  School  District  and  the  San  Francisco  Community 
College  District  had  to  be  adopted  in  order  to  implement  the  amendment. 
Twenty-three  (23)  different  classifications  fell  within  the  definition  of 
paraprofessional  and  technical  instructional  assistant  and,  therefore,  are 
exempt  from  Civil  Service  examination  and  appointment  provisions. 

6.  The  final  staff  recommendations  for  the  classification  survey 
of  the  Community  College  District  were  published.   This  involved  approxi- 
mately 539  positions  and  100  different  classifications. 
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7.  The  District  Attorney's  Office  is  in  the  process  of  creating 

a  Family  Support  Bureau.   The  Classification  staff  was  therefore  involved 
in  a  major  survey  of  child  support  services  in  District  Attorney  offices 
in  the  State.   This  resulted  in  a  series  of  actions  classifying  positions 
in  existing  classifications  and  the  establishment  of  an  investigative 
series  as  follows: 

8157  Family  Support  Investigator  I 

8158  Family  Support  Investigator  II 

8159  Family  Support  Investigator  III 

8160  Assistant  Chief  Family  Support  Investigator 

8161  Chief  Family  Support  Investigator 
8185  Director,  Family  Support  Bureau 

8.  With  the  approval  of  the  Mayor  and  the  Board  of  Supervisors, 
the  administrative  staff  of  the  Police  Department  was  reorganized.   This 
resulted  in  the  retitling  and  the  amendmentment  of  duties  of  6  classifi- 
cations.  The  6  new  exempt  classifications  created  were  as  follows: 

0445  Deputy  Chief  of  Operations 
0455  Deputy  Chief  of  Investigations 
04-65  Deputy  Chief  of  Support  Services 
0475  Deputy  Chief  of  Administration 
0485  Supervising  Captain  of  Patrol 
0495  Supervising  Captain  of  Traffic 

9.  At  the  request  of  the  Board  of  Supervisors,  the  Civil  Service 
Commission  staff  is  conducting  a  survey  of  the  Redevelopment  Agency. 
The  Board  of  Supervisors  adopted  a  resolution  that  reads  in  part  as 
follows : 

"That  the  Civil  Service  Commission  is  hereby  directed 
to  undertake  a  full  review  of  the  compensation 
schedules  and  staff  positions  financed  by  Community 
Development  Act  funds  and  report  thereon  to  this 
Board  of  Supervisors." 

Formerly  Housing  Urban  Development  (HUD)  was  responsible  for  reviewing 
the  Redevelopment  Agency  operations.   Under  the  new  Housing  and  Community 
Act  of  1974,  monies  are  appropriated  in  a  block  grant  to  the  City  and 
County.   Thus  the  City  has  authority  over  the  Redevelopment  Agency  since 
funds  are  appropriated  by  the  Board  of  Supervisors.   It  was  pointed  out 
that  a  survey  of  compensation  schedules  requires  up-to-date  classification 
information  in  order  to  form  a  basis  for  valid  salary  comparisons.   There- 
fore, it  was  determined  that  both  a  classification  and  salary  survey  would 
be  conducted  by  the  Civil  Service  Personnel  Department.   There  are 
approximately  250  positions  and  130  different  classifications  in  the 
Redevelopment  Agency. 
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The  creation  of  the  Staff  Assistant  series  CStaff  Aide  I  -  Staff 
Assistant  XIII,  Special  Project)  has  provided  greater  flexibility  to 
operating  departments  in  recruiting  immediate  services  as  well  as  for 
personal  services  not  described  by  existing  classes  in  our  classification 
plan.   Generally,  these  employments  are  funded  by  special  grants  and  from 
other  outside  sources.   Further,  the  Staff  Assistant,  Special  Project 
series  was  adopted  in  order  to  provide  temporary  services  during  a  period 
of  time  for  which  funding  had  been  approved  and  the  classification  audit 
was  in  process.   Thus,  this  series  has  been  effective  as  a  vehicle  to 
provide  temporary  services  under  certain  conditions  in  lieu  of  personal 
services  contracts  and  the  creation  of  new  classifications. 

Examples  of  the  use  of  the  Staff  Assistant  series  are  as  follows: 

DEPARTMENT  CLASSIFICATION  PROJECT 


San  Francisco  Unified 
School  District 

Sheriff 


Mayor 

Mayor 

Registrar  of  Voters 
Sheriff 

Public  Health 


Staff  Assistant  II 
Staff  Assistant  II 

Staff  Assistant  III 
and  IV 

Staff  Assistant  III, 
V  and  VI 

Staff  Aide  I 

Staff  Assistant  V 


Staff  Assistant  I 
and  III 


Work  Evaluation  Specialist 

Project  Coordinator  of 
Women ' s  Resource  Center 

Specialist,  Rent 
Assistance  Program 

Economic  Analysis 
Demonstration  Project 

Interpreter-Translator 

Correction  Officer 
Training  Program 

Emergency  Medical  Services 


The  Classification  Section  continues  to  be  the  liaison  for  the  Mayor's 
Office  of  Manpower  Development  in  determining  job  classifications  for  CETA 
positions  throughout  the  City.   In  most  cases  CETA  positions  are  comparable 
to  existing  Civil  Service  classifications.   A  new  classification  of  9998 
Staff  Aide  CETA  with  a  salary  of  $10,000  annually  was  established  as  an 
emergency  measure  this  fiscal  year  in  order  to  continue  the  employment  of 
certain  personnel  under  the  CETA  program.   CETA  regulations  limit  the 
funding  of  positions  under  this  program  to  $10,000  annually. 

Various  key  classes  were  established  or  specifications  amended  to 
reflect  changes  within  departments : 

1.  Executive  Assistant  to  the  General  Manager. 

2.  Coordinator,  Open  Space  and  Park  Renovation. 

3.  Emergency  Planning  Coordinator. 

4.  Chief  of  Investments  Officer. 

5.  School  Transportation  Scheduler. 

6,.   Executive  Assistant  to  the  General  Manager,  Recreation  S  Park 
Department . 
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In  summary,  the  Classification  Section  reviewed  positions  and 
departmental  requests  resulting  in  the  following  classification 
recommendations : 

New  positions  requiring  classification  action 

in  1975-76  budget 397 

Salary  Ordinance  amendments  submitted 99 

New  Classes  established 21 

Classes  consolidated  1 

Class  specifications  amended 19 

Tenure  of  requisition  requests  approved 126 

Personal  Services  Contracts  approved 9 

Staff  Assistant,  Special  Projects,  approved...  57 

Reclassification  of  existing  positions 47 

Other  classification  studies  resulting  in 

Civil  Service  Commission  action 12 


Projected  Classification  Activities 

There  are  certain  on-going  classification  studies  under  the  direction 
of  the  Civil  Service  Personnel  Department.   Additionally,  there  are  other 
items  of  significance  that  our  department  will  be  working  on  during  the 
current  fiscal  year  (1976-77).   A  summary  of  the  more  significant  studies 
is  as  follows : 

1.  REDEVELOPMENT  AGENCY 

We  are  in  the  process  of  completing  the  classification  and  salary 
survey  of  the  Redevelopment  Agency  as  requested  by  the  Board  of 
Supervisors.   This  survey,  which  covers  over  200  positions,  has 
required  a  large  amount  of  staff  time  because  there  are  over  125 
unique  classifications.   It  is  anticipated  that  our  survey  findings 
will  be  presented  during  the  latter  part  of  1976.   The  primary 
goal  will  be  our  findings  with  regard  to  comparability  of  salaries 
between  Agency  classifications  and  those  classifications  in  the  City 
and  County  service. 

2.  SAN  FRANCISCO  COMMUNITY  COLLEGE  DISTRICT 

A  final  draft  of  a  complete  classification  survey  of  all  classified 
(that  is  non-teaching)  positions  in  the  Community  College  District 
has  been  forwarded  to  District  officials.   This  will  be  distributed 
throughout  the  District  so  that  each  employee  will  have  an  opportunity 
to  review  survey  findings  with  regard  to  his  or  her  individual 
position.   The  Civil  Service  Personnel  Department  will  conduct  re- 
audits  of  positions  as  are  required.   A  final  survey  report  will  then 
be  presented  to  our  Civil  Service  Commission  for  implementation. 
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3.  SURVEY  OF  ACCOUNTING  AND  FISCAL  CLASSES 

During  this  fiscal  year,  one  of  our  top  priority  surveys  will  be 
of  all  professional  level  accounting  classes,  accounting-clerical 
and  fiscally  related  management  classes.   Total  number  of  positions 
is  in  the  neighborhood  of  600  to  700.   We  will  work  in  cooperation 
with  the  Controller's  Office,  Mayor's  Office,  Budget  Bureau  of  the 
Board  of  Supervisors  and  those  departments  that  have  a  significant 
number  of  positions  in  these  classes.   The  goal  will  be  to  determine 
the  proper  classification  to  perform  required  accounting  and  fiscal 
services.   This  should  yield  a  more  accurate  assignment  of  duties 
and  accountability  of  individual  positions. 

4.  GRANT  FUNDED  PROGRAMS 

In  recent  years  the  implementation  of  grant  funded  programs  is  an 
area  that  has  required  an  enormously  large  amount  of  staff  time. 
These  programs,  usually  funded  by  the  Federal  government,  are  for 
new  and  unique  services  in  most  instances  not  described  by  any  class 
in  our  present  plan.   They  therefore  require  a  large  amount  of  time 
and  reviewing  of  grant  applications,  discussions  with  departmental 
representatives  and  consultation  with  other  public  agencies  for 
comparison  purposes.   Major  departments  that  we  anticipate  will 
continue  to  have  a  large  number  of  programs  funded  by  grants  include 
the  Sheriff's  Department,  Department  of  Public  Health  (all  bureaus), 
the  Mayor's  Office,  Police  Department,  Human  Rights  Commission  and 
Commission  on  Aging  to  name  but  a  few. 

5.  COMPREHENSIVE  EMPLOYMENT  TRAINING  ACT  CCETA) 

The  Personnel  Department  continues  to  work  with  the  Manpower  unit 
of  the  Mayor's  Office  on  this  program.   Because  of  the  large  number 
of  participants,  the  types  of  classes  used  vary  from  simple  and 
routine  to  more  complex  and  technical.   This  requires  continual 
consultation  with  representatives  of  the  Manpower  unit. 

6.  DEPARTMENT  OF  SOCIAL  SERVICES  CLASSES 

We  have  had  preliminary  discussions  regarding  a  survey  of  certain 
classes  in  this  department.   It  appears  advisable  at  this  time  to 
study  those  units  in  the  department  that  have  to  do  with  eligibility 
determination . 

7.  ATTORNEY  SERIES 

It  is  anticipated  that  we  will  conduct  a  complete  classification 
survey  of  all  attorney  positions  in  the  City  Attorney's  Office, 
District  Attorney's  Office  and  the  Office  of  the  Public  Defender. 
Additionally,  there  are  a  few  other  attorney  positions  in  other  City 
and  County  departments.   The  purpose  of  this  survey  will  be  to  arrive 
at  clear,  distinct  features  for  the  various  levels  of  responsibility 
assigned  in  the  respective  offices.   A  key  element  will  be  to 
determine  the  prevailing  practices  in  those  major  counties  in  the  state, 
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8.  PURCHASING  SERIES 

We  have  begun  a  survey  of  all  purchasing  type  classifications. 
This  survey  resulted  from  requests  from  the  Purchasing  Department 
regarding  comparability  of  their  classes  with  other  agencies. 
Purposes  of  the  survey  will  be  to  determine  levels  of  responsi- 
bility and  types  of  purchasing  activities  in  relation  to  our 
benchmark  survey  data. 

9.  HOUSING  AUTHORITY 

We  have  received  preliminary  inquiries  from  the  Housing  Authority 
to  conduct  a  classification  and  salary  survey  for  that  agency.   The 
last  survey  that  we  conducted  was  in  the  late  1960's.   This  survey 
would  be  similar  to  our  survey  now  under  way  with  regard  to  the 
Redevelopment  Agency.   More  discussions  need  to  take  place  before 
a  final  decision  is  made. 

10.  SHERIFF'S  DEPARTMENT 

We  have  had  a  preliminary  request  from  the  Sheriff  to  survey 
certain  top  deputy  positions  in  his  department.   This  survey  request 
is  based  upon  certain  organizational  changes  that  are  required  in 
order  to  provide  greater  management  planning  and  operational  controls 
within  the  department.   It  is  anticipated  that  should  a  restructur- 
ing occur  in  these  classifications,  that  it  would  be  done  within 
existing  budget  limits. 

11.  ELECTRONIC  DATA  PROCESSING  DIVISION 

Our  Electronic  Data  Processing  Division  has  grown  remarkably  in 
size  in  recent  years.   Many  new  projects  are  continually  added  to 
this  operation.   Based  upon  the  needs  of  the  department  and  the 
fact  that  most  classifications  were  established  several  years  ago, 
it  appears  advisable  to  conduct  a  thorough  classification  survey 
of  all  professional  and  technical  positions  in  this  unit.   Further 
discussions  will  be  held  with  John  C.  Farrell,  Controller  and 
Henry  Nanjo,  Director  of  Data  Processing. 

12.  DEPARTMENT  OF  PUBLIC  WORKS  -  SANITARY  ENGINEERING  BUREAU 

The  Personnel  Department  will  continue  to  work  with  this  vitally 
important  bureau.   In  the  past  we  have  developed  a  specialized 
series  of  professional  engineering  classes  including  a  recently 
created  Chief  of  the  Sanitary  Engineering  Bureau  class.   Because 
of  the  urgency  of  the  work  of  this  unit,  our  department  will  treat 
any  personnel  request  with  high  priority. 
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EMPLOYMENT  OFFICE 


Staffed  by  two  Senior  Personnel  Analysts,  four  Assistant  Personnel 
Analysts  (including  one  CETA),  one  Senior  Clerk  Typist  and  four  CETA 
clerks,  the  Employment  Information  Office  performs  four  critical  functions 
for  the  Personnel  Department: 

I .  Employment  Information  Service 

II.  Continuous  Clerical  Examination  Program 

III.  Classification  of  Entry  Level  Clerical  Positions 

IV.  Procedural  Review  and  Revision 


EMPLOYMENT  INFORMATION  SERVICE 


In  terms  of  time  commitment  and  consequence  of  error,  the  employment 
information  service  is  probably  the  most  important  function  of  the  staff 
in  the  Employment  Information  Office.   Initial  public  contact  by  phone 
and  in  person  is  handled  by  the  clerical  staff  assigned  to  telephone  and 
"window"  duty.   Some  51,220  phone  calls  were  processed  by  the  Employment 
Information  Office  staff  during  fiscal  year  1975-76,  and  over  60,000 
persons  were  served  at  the  employment  window.   The  more  difficult  employ- 
ment inquiries  were  handled  by  the  professional  staff  in  their  capacity 
as  employment  counselors.   Currently,  each  employment  counselor  spends  a 
minimum  of  one  day  per  week  answering  the  more  complex  employment -related 
questions  and  assisting  job  seekers  and  current  City  employees  in  under- 
standing the  complexities  of  Civil  Service  Procedures  and  Rules.   Some 
10,000  persons  received  counseling  assistance  during  fiscal  year  1975-76. 
The  counselors,  with  the  necessary  clerical  support,  are  also  responsible 
for  answering  employment  correspondence.   An  average  of  fifty  letters  per 
week  are  received  and  processed  by  this  office;  responsibility  for  employ- 
ment correspondence  is  rotated  on  a  weekly  basis.   Each  counselor  is 
required  to  maintain  an  activity  report  which  is  due  the  first  day  of 
each  month. 

During  the  past  fiscal  year,  the  Employment  Information  Service 
was  improved  by  the  development  of  new  information  manuals  and  resource 
files  that  offer  interested  job  seekers  more  comprehensive,  consistent, 
and  accurate  information  about  employment  opportunities  with  the  City 
and  County.   For  more  efficient  response  to  employment  correspondence, 
existing  form  letters  were  revised,  and  new  forms  developed. 


In  addition,  the  courtesy  procedure  for  future  examination  notification 
was  modified  to  facilitate  the  often  necessary  emergency  appointment 
pending  examination,  and  a  new  employment  information  brochure  was 
drafted. 

Future  plans  for  improving  the  employment  information  service 
include  additional  training  sessions  for  both  clerical  and  professional 
staff  in  public  relations,  interviewing  techniques,  and  use  of  available 
resource  materials.   Production  of  the  new  employment  brochure  and 
implementation  of  a  plan  to  refer  employment  inquiries  to  occupational 
series  specialists  will  further  improve  the  quality  of  services  rendered 
to  the  public. 


CONTINUOUS  CLERICAL  EXAMINATIONS  PROGRAM 


In  addition  to  their  role  as  counselors,  the  professional  staff 
members  in  the  Employment  Information  Office  are  responsible  for 
virtually  all  entry  level  clerical  examinations.   Particular  emphasis 
is  focused  on  fulfilling  the  continuing  need  for  qualified  clerical 
placements  in  the  City  Service.   Since  such  needs  are  often  of  a  short 
term  temporary  nature,  the  staff  must  work  very  closely  with  departments 
and  applicants  to  facilitate  timely  placement.   During  fiscal  year  1975- 
76  much  staff  time  was  devoted  to  job  analysis  and  review  and  modifica- 
tion of  testing  procedures  in  the  interest  of  providing  qualified 
personnel,  yet  removing  artificial  barriers  to  employment  consistent  with 
the  Equal  Employment  Opportunity  philosophy. 

Future  plans  include  further  validation  of  newly  devised  or  modified 
testing  procedures,  the  development  of  a  single  battery  of  tests  to  be 
used  for  various  clerical  classifications.   It  is  anticipated  that  the 
validation  of  such  a  test  battery  would  be  useful  in  facilitating  future 
class  consolidations  based  on  a  job/task  analysis  conducted  with  a 
"generalist"  orientation. 


CLASSIFICATION  OF  ENTRY  LEVEL  CLERICAL  POSITIONS 


Assigned  as  a  generalist  team,  the  professional  staff  in  the  Employ- 
ment Information  Office  is  also  responsible  for  classification  matters 
affecting  entry  level  clerical  classifications.   By  responding  to  classi- 
fication review  requests  and  initiating  studies  based  on  detected  problems, 
the  generalist  team  increased  its  proficiency  at  classification  activities 
and  acquired  new  information  useful  for  improvement  of  selection  procedures, 
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In  addition  to  clerical  classification  matters,  the  staff  was 
assigned  and  is  processing  a  major  classification  survey  of  some  300 
positions  at  the  Division  of  Outpatient  and  Community  Services  at 
San  Francisco  General  Hospital.   Since  many  of  these  positions  are 
currently  funded  by  a  grant  from  the  Health,  Education  and  Welfare 
Department,  a  $20,000  work  order  was  given  to  the  Personnel  Department, 
Civil  Service  Commission  to  finance  the  study. 

The  coming  fiscal  year  will  see  a  completion  of  the  "Outpatient" 
survey  and  continued  processing  of  clerical  classification  review  requests. 
It  is  hoped  that  workload  will  allow  more  emphasis  on  classification 
maintenance  than  on  the  current  reactive  approach.   In  addition,  class 
consolidation  of  the  many  overly  specialized  classes  is  anticipated 
based  on  job  analysis  review. 


PROCEDURAL  REVIEW  AND  REVISION 


The  Employment  Information  Office  is  in  a  unique  position  to 
evaluate  the  effectiveness  of  many  of  the  services  and  procedures  of 
our  department.   Serving  as  the  first  line  contact  between  the  public 
and  all  Personnel  Department  programs,  the  staff  has  an  excellent  vantage 
point  for  reviewing  existing  procedures  and  recommending  improvements. 

During  fiscal  year  1975-76,  the  Employment  Information  Office 
initiated  revision  of  the  procedures  for  opening  and  closing  examinations, 
and  as  a  result,  now  provides  better  information  to  the  counseling  staff, 
departments,  and  the  public.   The  courtesy  card  system  was  modified  to 
effectively  provide  a  second  function:  a  resource  bank  for  immediate 
temporary  employment  requirements.   The  Employment  Information  brochure 
was  revised  to  provide  better  information  to  the  public  and  increase 
efficiency  of  the  counseling  staff. 

Future  recommendations  for  procedural  modification  are  anticipated; 
some  areas  of  interest  are  the  examination  announcement  format  and  the 
standard  language  used. 


IN-SERVICE  TRAINING/TUITION  REIMBURSEMENT 

The  Commission  directly  operates  and  co-sponsors  three  program 
activities.   The  first,  Employee  Tuition  Reimbursement,  provides  direct 
financial  support  to  more  than  one-hundred  career  personnel  annually 
who  are  attending  local  colleges  and  universities  to  improve  their 
present  job  skills  and/or  prepare  for  promotional  opportunities.   Although 
this  program  was  not  funded  for  1976-1977,  reimbursements  will  continue 
through  the  use  of  previous  years  surplus  funds.   It  should  be  noted  that 
this  type  of  financial  support  is  vital  for  career  employees  who  are 
committed  to  providing  the  best  governmental  service  to  this  jurisdiction. 
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The  second  activity  is  a  career  promotional  effort  titled  In-Service 
Promotional  Program.   Initiated  in  1972,  this  program  offers  career 
personnel  alternative  upgrading  devices  utilizing  no-cost  classroom 
programs  available  through  the  Community  College  District.   The  programs 
target  categories  include  Accountant,  Eligibility  Worker,  Payroll  Clerk, 
Account  Clerk,  etc.   In  most  cases,  upon  successful  completion  of  the 
specially  designed  academic  curriculum  a  candidate  is  required  to 
participate  in  an  oral  examination  only  to  establish  promotional  eligi- 
bility.  Approximately  two-hundred  employees  are  presently  enrolled  in 
this  program.   In  the  past  year  this  program  resulted  in  the  adoption 
of  four  lists  of  eligibles.   In  1976-1977  all  existing  program  components 
are  expected  to  continue.   In  addition,  the  EEO  review  procedure  will 
attempt  to  identify  additional  classifications  which  can  be  included  in 
this  program  area.   The  majority  of  participants  in  this  program  are 
lower  level  minority  personnel  who  would  probably  not  realize  career 
goals  if  not  for  this  existence  of  this  opportunity. 

In  conjunction  with  the  Community  College  District,  Civil  Service 
offers  a  broad  catalogue  of  on-site  and  after  work  job  related  training 
programs.   These  offerings  include  clerical  refresher  programs,  communi- 
cation classes,  labor  relations  programs,  management  and  supervision 
courses,  fiscal  services  and  fiscal  control  training,  and  special  test- 
taking  tutorials .   In  the  past  year  more  than  two-thousand  employees 
attended  on-site  programs,  with  an  additional  one-thousand  employees 
attending  job  related  after  work  training.   At  this  time  Civil  Service, 
with  the  assistance  of  several  other  key  department  personnel  and  College 
District  advisors  is  developing  a  special  Supervision  and  Management 
Curriculum.   Over  the  next  two  years  it  is  hoped  that  approximately  two- 
thousand  personnel  will  participate  in  this  program.   The  objective  of 
this  module  is  not  only  to  assure  comprehensive  knowledge  of  supervision 
and  management  techniques,  but  also  to  improve  management  performance 
throughout  City  agencies. 


CIVIL  SERVICE/CETA  INTERFACE  PROGRAM 


In  October,  1975,  the  Civil  Service  Commission  in  conjunction  with 
the  Mayor ' s  Office  of  Employment  and  Training  concluded  agreements  leading 
to  the  installation  of  the  Civil  Service/CETA  Interface  Training  Program. 

Interface  is  a  second  generation  training  effort.   Included  in  the 
program  objectives  are  improved  coordination  between  funding,  administering 
and  training  agencies,  technical  assistance  to  training  agencies  developing 
participant  utilization  modules,  increased  utilization  of  minorities  and 
women  in  professional  employment  categories,  enhanced  public  service,  and 
extensive  evaluation,  counseling,  and  monitoring  support  services.   Finally, 
each  training  module  is  directly  linked  to  employment  areas  which  yield 
both  short  and  long  term  career  opportunities. 
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By  June,  1976  several  City  agencies  were  active  participants  in 
Interface  including  the  Public  Defender,  District  Attorney,  Coroner, 
Municipal  Railway,  Sheriff,  and  City  Attorney.   In  addition,  proposals 
are  now  being  considered  from  the  Police,  Public  Health,  and  Public  Works 
Departments.   Sample  training  categories  include  Public  Defenders  Investi- 
gator, Deputy  Sheriff,  Coroner's  Investigator,  Legal  Stenographer,  and 
Transit  Information  Personnel. 

There  are  currently  twenty-eight  C28)  active  participants  in  training 
out  of  a  total  of  thirty-four  (3M-)  original  employments.   All  separations 
to  date  have  been  positive.   The  program  participant  goal  level  is 
approximately  one-hundred  persons,  involved  in  fifteen  to  twenty  training 
modules . 

In  the  next  year  Interface  should  increase  by  some  fifty  to  sixty 
participants.   Each  module  will  operate  only  until  regular  examinations 
are  available,  extended  by  the  period  necessary  to  complete  employment 
certifications.   New  programs  will  be  developed  in  those  areas  where 
examinations  are  anticipated  approximately  one  year  after  training  begins, 
where  departments  can  provide  well  structured  and  supervised  training,  where 
real  public  service  needs  exist,  and  where  non-traditional  opportunities  are 
identified. 


RECRUITMENT 


In  this  year  the  Commission  has  continued  its  policy  of  active  recruit- 
ment by  mail-out  announcements,  by  in-person  field  activity,  and  through 
local  media.   The  primary  objective  has  been  to  communicate  as  effectively 
and  thoroughly  as  possible  with  all  segments  of  local  communities  regarding 
the  existence  of  numerous  employment  opportunities.   A  secondary  objective 
has  been  to  assure  that  underutilized  groups,  including  women  and  minorities, 
receive  special  recruitment  emphasis.   These  efforts  have  been  effective  as 
reflected  in  the  larger  percentages  of  minorities  and  women  now  making 
application  for  Civil  Service  employment. 

Two  particular  recruitment  related  activities  are  noteworthy.   First, 
as  of  December,  1975  the  Recruitment  Officer  receives  advance  copies  of  all 
examination  announcements.   The  Officer  then  evaluates  the  target  classifi- 
cation for  recruitment  determination.   The  Recruitment  Officer  may  select 
to  mail  out  job  information,  may  coordinate  recruitment  efforts  with  local 
community  agencies,  may  place  public  service  announcements  on  local  radio 
or  television,  ~nd  may  conduct  field  visits  and  speaking  engagements. 

In  the  past  two  years  the  Civil  Service  Commission  has  also  worked 
closely  with  the  San  Francisco  Community  College  District,  both  as  a 
recruitment  and  examination  tutorial  resource.   Although  the  Commission 
does  not  directly  sponsor  examination  tutorials,  at  the  suggestion  of  the 
Commission  staff  college  programs  are  offered  to  prepare  candidates  for 
such  examinations  as  Motorman-Conductor  and  Firefighter. 
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In  1976-1977  the  recruitment  staff  will  utilize  personnel  reflecting 
most  of  the  local  ethnic  communities.   In  addition,  the  recruitment  program 
will  be  coordinated  with  an  Equal  Employment  Opportunity  (EEO)  review  of 
all  examinations.   Where  racial/sexual  disparity  is  identified  special 
efforts  will  continue  in  order  to  assure  that  underutilized  groups  are 
fully  aware  of  all  regular  and  non- traditional  employment  opportunities. 
In  addition,  informational  meetings  will  be  scheduled  with  community  and 
public  agencies  so  that  their  staffs  are  aware  of  application  and  examina- 
tion procedures,  projected  turnover  rates  and  personnel  needs,  the  structure 
of  City  agencies,  and  related  employment  information. 


EQUAL  EMPLOYMENT  OPPORTUNITY 

Since  the  adoption  of  the  Civil  Service  Affirmative  Action  Policy  in 
1972,  the  Commission  staff  has  been  actively  involved  in  numerous  activities 
characterized  by  the  Equal  Employment  Opportunity  (EEO)  priority.   Many  of 
these  EEO  oriented  programs,  such  as  the  In-Service  Promotional  Program, 
Outreach  Recruitment,  Counseling,  and  exam  validation  are  discussed  else- 
where in  this  report.   Additional  significant  EEO  activities  of  the  past 
year  include  a  new  racial/sex  workforce  composition  study,  technical 
assistance  to  City  agencies  in  EEO  program  areas,  installation  of  a  new 
EEO  review  procedure,  and  development  of  a  draft  umbrella  EEO  plan  for  all 
City  agencies. 

In  the  past  several  years  the  workforce  composition  study  has  been 
conducted  by  the  Human  Rights  Commission.   In  February,  1976  the  composition 
study  program  was  transferred  to  Civil  Service.   The  data  developed  by  this 
study  is  critical  to  the  conduct  of  comprehensive  workforce  utilization  and 
EEO  reviews.   Civil  Service  developed,  in  conjunction  with  Electronic  Data 
Processing,  a  new  program  format  for  collecting  and  reporting  the  desired 
data.   By  April,  1976  all  City  agencies  had  reported  their  workforce  compo- 
sition to  Civil  Service  through  the  use  of  modified  timeroll/payroll  docu- 
ments.  In  June,  1976  Civil  Service  received  final  computer  printouts 
reflecting  the  composition  of  City  agencies  by  classification,  status, 
salary  range,  and  racial/sex  makeup.   The  new  data  confirmed  the  effective- 
ness of  recent  Civil  Service  EEO  program  progress.   In  1971  the  City  work- 
force reflected  a  31%  minority  composition.   By  1976  the  workforce  study 
reflected  a  44%  minority  presence.   In  overall  terms  this  brings  the  City 
workforce  to  approximate  parity  or  parity  threshold.   The  only  outstanding 
instance  of  disparity  is  identified  with  reference  to  Hispanic  origin  groups. 
Although  the  Hispanic  group  presence  has  increased  significantly  over  the 
five  year  comparison  period,  additional  special  efforts  will  continue  to 
concentrate  on  realizing  full  parity  in  the  near  future.   Additionally,  the 
EEO  workforce  study  reflects  the  effectiveness  of  upgrading  program  efforts, 
while  strongly  suggesting  continued  special  program  activity  to  achieve  full 
workforce  utilization. 

The  EEO  technical  assistance  program  was  established  in  1975  to 
improve  the  EEO  status  of  all  City  departments.   Much  of  the  program  relates 
to  assisting  agencies  who  are  experiencing  difficulty  in  completing  Federal 
and  State  compliance  reports,  or  merely  at  a  loss  to  initiate  programs  to 
resolve  employment  disparity. 


A  component  of  this  activity  includes  providing  City  agencies  with  no- 
cost  on-site  College  District  classes  related  to  servicing  EEO  responsi- 
bilities.  Completion  of  the  various  compliance  reports  is  often  a  trying 
task  for  City  agencies  who  are  not  always  totally  familiar  with  selection 
procedures,  and  who  may  be  required  to  satisfy  numerous  distinct  employment 
guidelines.   It  should  be  noted  that  there  is  little  or  no  uniformity  in 
guidelines  issued  by  separate  Federal  and  State  agencies.  The  EEO  technical 
assistance  component  will  continue  in  1976-1977,  with  increased  activity  as 
State  and  Federal  employment  guidelines  increase  in  number  and  complexity. 

As  a  component  of  EEO  program  activity  the  Civil  Service  staff  is 
presently  completing  a  pre-examination  EEO  review  procedure.  According 
to  this  plan  all  examinations  will  be  reviewed  by  the  Civil  Service  EEO 
Officer  prior  to  development  of  the  scope  announcement.   If  the  current 
composition  of  the  classification  reflects  full  parity,  the  examination 
will  be  authorized  for  processing  without  lelay.   If  disparity  is  identi- 
fied the  EEO  Officer  will  recommend,  based  on  analysis,  modifications  in 
examination  procedures  to  remedy  or  prevent  adverse  impact.  The  results 
should  be  at  least  as  dramatic  as  the  increase  in  the  minority  presence 
in  City  service  over  the  past  five  years. 
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EXAMINATION    DIVISION 


DIVISION  ACTIVITY 

This  Division  furnishes  eligibles  for  appointment  to  the  various 
departments  of  the  City  and  County  in  the  1560  plus  job  classifications 
subject  to  Civil  Service  examination. 

The  typical  process  begins  with  notice  of  anticipated  vacancies  in 
a  specific  classification.   Following  preliminary  meetings  with  department 
representatives,  a  job  analysis  is  made  and  the  requirements  for  applica- 
tion and  the  examination  procedures  are  established.   Appropriate  tests 
are  administered  and  the  candidates  are  ranked  in  order  of  total  scores 
and  placed  on  an  eligible  list . 

There  is  no  such  thing  as  a  typical  examination,  however.   At  each 
step  of  the  procedure  consideration  must  be  given  to  the  needs  of  the 
department,  the  rights  of  individual  applicants,  and  to  equal  employment 
opportunity/affirmative  action  programs. 

The  current  employment  market  is  such  that  there  are  often  many  more 
job  seekers  than  available  vacancies.   For  example,  over  4,000  individuals 
applied  for  the  Municipal  Transit  Operator  examination  and  some  5,400 
applied  for  Firefighter.   Although  no  general  statistics  are  kept  on  the 
number  of  applicants,  it  is  apparent  that  there  has  been  a  large  increase 
over  the  past  fiscal  year,  perhaps  as  much  as  50%. 

The  increase  in  the  number  of  applicants  coupled  with  the  decreasing 
numbers  of  vacant  positions  to  be  filled  places  a  heavy  burden  upon  the 
Division.   There  is  keen  competition  for  jobs,  and  candidates  utilize 
fully  the  ample  appeal  rights  granted  by  the  Charter.   In  addition, 
dissatisfied  candidates  increasingly  file  appeals  with  State  and  Federal 
agencies  and  with  the  courts. 

Current  examinations  are  more  job-related  than  ever  before.   Candi- 
dates are  assured  of  appropriate  tests  administered  fairly  and  impartially 
and  without  bias  against  minorities  and  women.   This  has  resulted  in 
better  examinations  and  significant  percentages  of  minority  and  female 
appointments.   Certification  statistics  show  that  the  percentages  of 
minority  and  female  appointments  were  above  the  percentages  of  these 
groups  in  the  workforce. 


REORGANIZATION 


In  order  to  better  serve  the  departments  of  the  City  and  County  and 
thus  the  public,  the  Commission  staff  was  reorganized.   The  Examination 
Division  was  restructured  into  six  examining  teams  and  a  long-range  classi- 
fication program  was  instituted  under  the  Management  and  Employee  Services 
Division. 


The  classification  program  will  include  job  analysis  techniques,  so  that 
over  a  period  of  five  years  all  job  classifications  will  have  undergone 
a  job  analysis  suitable  for  examination  purposes. 

The  Division  has  lost  approximately  20%  of  its  staff  during  the 
year.   Thus  the  reorganization  has  been  into  smaller  but  more  comprehen- 
sive teams.   Each  team  holds  responsibility  for  a  number  of  departments. 
This  allows  a  closer  working  relationship  between  the  Division  and  the 
departments. 

FIRE  FIGHTER  EXAMINATION 


List  E-25,  established  under  the  Federal  Court  Case  (WACO  vs. 
Alioto),  will  expire  in  December,  1977.   There  are  some  80  eligibles 
remaining.   Twenty-four  (24-)  eligibles  were  processed  for  appointment 
in  March  following  permission  of  the  Court.   However,  the  positions 
were  frozen  and  an  appointment  date  has  not  been  set. 

A  new  examination  was  announced  in  March,  and  some  5,4-00  applications 
were  received.   Three-thousand  four-hundred  and  two  (3,402)  applicants 
took  the  written  test  on  June  12th,  the  largest  number  of  participants 
in  an  examination  since  the  1930' s. 

Recruitment  for  this  examination  extended  over  several  months. 
Largely  through  the  efforts  of  our  Employee  Counseling  Section  and  the 
Fire  Department  Community  Relations  Bureau,  the  percentage  of  minority 
applicants  was  the  highest  in  history  -  47%.   Also,  over  300  women 
applied  -  the  first  time  this  examination  had  been  open  to  them. 

The  written  test  administered  had  been  validated  in  the  court  ' 
case  as  predicting  success  in  the  Fire  College  and  on  the  job.   The 
athletic  test,  although  validated,  could  not  be  used  because  it  had  not 
been  validated  for  use  on  female  candidates.   Dr.  Frank  Verducci  has 
been  employed  as  a  consultant  to  develop  a  job-related  physical  perfor- 
mance test  to  be  administered  in  the  Fall. 

The  court  case  is  still  active.   Validity  evidence  was  submitted 
to  the  court  in  January,  1975  but  hearings  were  not  held  because  the 
court  wished  to  allow  the  parties  to  arrive  at  a  settlement .   A  settle- 
ment has  not  been  consumated,  however,  and  court  hearings  will  probably 
commence  in  the  Fall. 

POLICE  OFFICER  EXAMINATION 

Testing  procedures  have  been  monitored  in  Officers  for  Justice 
vs.  Civil  Service  Commission  Federal  Court  Case.   The  written  (audio- 
visual) test  was  found  to  have  no  adverse  effect  upon  minorities  or 
women.   The  athletic  test,  however,  did  have  an  adverse  effect  upon 
women,  and  the  court  ordered  that  60  women  be  appointed  and  placed  upon 
patrol  duty  to  determine  empirically  whether  the  athletic  test  was  job- 
related.   Forty  (40)  males  and  31  females  were  appointed  on  July  28th 
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and  42  males  and  28  females  were  appointed  on  November  18th  (because  of 
a  reappointment  and  separations,  51  females  are  actually  on  the  job). 
No  further  appointments  have  been  made  because  of  a  budget  freeze. 

The  Police  Sergeant  and  Assistant  Inspector  tests  were  held  on 
June  6th.   Record  numbers  of  officers  took  the  written  tests,  and  the 
special  project  team  is  preparing  to  administer  oral  examinations  to  a 
record  number  of  passing  Assistant  Inspector  candidates. 

AFFIRMATIVE  ACTION  PROGRAM 

The  goal  of  the  Division  is  to  provide  to  the  departments  qualified 
appointees  in  proportion  to  the  representation  of  minorities  and  women  in 
the  City  and  County  workforce.   The  long-term  effect  is  shown  in  employee 
population  surveys.   The  first  survey  was  made  in  1964,  and  at  that  time 
minorities  accounted  for  24.3%  of  the  workforce.   The  May,  1976  survey 
showed  in  excess  of  40%  minorities  in  the  workforce.   In  terms  of  overall 
statistics,  the  Division's  goal  is  certainly  being  met.   The  Division  has 
been  undertaking  specific  programs  to  encourage  minority  and  female  parti- 
cipation in  areas  where  they  are  under-represented.   This  includes  the 
Police  Officer,  Firefighter,  Probation  Officer  series  and  Architect  series 
among  many  others . 

LITIGATION 

The  Division  Manager's  office  processes  and  coordinates  staff  work 
on  court  cases  involving  the  Division.   In  addition  the  ongoing  Police 
Officer  and  Firefighter  cases,  staff  worked  with  the  City  Attorney's  office 
on  18  cases.   The  only  case  resolved  for  plaintiff's  involved  the  breaking 
of  a  tie  score  in  a  promotional  examination,  only  two  individuals  were 
affected,  and  no  precedent  was  established.   Two  major  class-action  suits 
have  been  filed,  but  neither  has  been  resolved  finally. 

EEOC  &   FEPC  CHARGES 

Under  Federal  and  State  laws,  persons  who  believe  they  have  been 
discriminated  against  in  employment  may  file  charges  through  the  Equal 
Employment  Opportunity  Commission  (EEOC)  and/or  the  California  State 
Fair  Employment  Practices  Commission  (FEPC).   The  number  of  such  charges 
has  increased  dramatically  in  almost  all  Civil  Service  agencies  as  the 
number  of  available  jobs  declines  and  the  number  of  applicants  increases. 

The  General  Manager,  Personnel,  as  the  Affirmative  Action  Officer 
of  the  City  and  County,  has  taken  the  lead  in  preparing  responses  to 
these  charges. 
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Because  of  the  Examination  Division's  role  in  operations,  the 
Division  Manager  has  been  assigned  as  Deputy  Affirmative  Action  Officer. 
All  EEOC  and  FEPC  charges  levied  against  the  City  and  County  departments 
are  received  in  this  office  for  disposition.   The  Division  Manager  assigns 
cases  and  offers  assistance  to  the  concerned  departments. 

To  date,  the  City  and  County  has  received  over  4-00  charges  from 
these  two  agencies.   Less  than  ten  cases  have  been  resolved  in  favor  of 
plaintiffs,  and  none  of  these  has  been  of  major  importance.   Currently, 
some  50  cases  are  active. 


DECENTRALIZED  PERSONNEL  UNIT 
DEPARTMENT  OF  PUBLIC  HEALTH 

The  establishment  of  the  Decentralized  Personnel  Unit  of  the  Depart- 
ment of  Public  Health  was  approved  by  Civil  Service  Commission  action 
September  1973.  The  Memorandum  of  Understanding  adopted  by  the 
Commission  set  forth  the  limits  of  this  delegation  of  the  personnel 
function. 

Under  the  authority  of  the  Civil  Service  Personnel  Department,  the 
Public  Health  staff  of  the  Decentralized  Personnel  Unit  has  continued 
to  perform  recruitment,  examination,  certification  and  classification 
activities  for  designated  classifications  directly  related  to  Public 
Health  and  Hospital  services. 

The  Decentralized  Personnel  Unit  is  operated  under  the  direction  of 
the  Director  of  Public  Health  and  his  Personnel  Director. 


MAIL  &  REPRODUCTION  SERVICES 


The  Mail  and  Reproduction  Bureau  is  an  in-plant  printing  and  distri- 
bution center.  One  of  its  functions  is  to  provide  graphic  communication 
services  by  reproducing  and  disseminating  official  information  to  City 
departments,  employees,  employee  organizations,  public  and  governmental 
agencies.  More  than  3,000,000  offset  printing  impressions  were  made 
during  the  fiscal  year. 
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EXAMINATION  PROGRAM 


JOB  ANALYSIS 

Job  analysis  is  a  method  of  determining  what  knowledges,  skills,  and 
personnel  characteristics  an  employee  must  possess  in  order  to  perform  the 
duties  of  a  position.  The  basic  characteristics  of  each  classification 
are  defined  in  a  "Classification  Specification"  issued  by  the  Classification 
Section.  Prior  to  the  issuance  of  a  job  announcement,  an  investigation  is 
conducted  to  determine  the  current  duties  of  the  class.  Employees  currently 
employed  in  the  classification,  as  well  as  the  immediate  supervisor  may  be 
interviewed.  Detailed  questionnaires  may  also  be  used  to  augment  the 
interview.   In  addition,  the  staff  determines  the  location  of  current    " 
vacancies  as  well  as  where  and  when  other  vacancies  may  be  expected.  The 
purpose  of  a  job  analysis  is  to  thoroughly  review  the  classification,  its 
present  status  and  its  past  history.  The  information  acquired  by  a  job 
analysis  is  used  in  establishing  minimum  requirements  and  determining  the 
format  and  content  of  examination. 


WRITTEN  EXAMINATION 

The  examination  is  a  comprehensive  measure  of  the  knowledge  and 
skills  identified  in  the  job  analysis.  A  written  test  is  most  often  employed 
to  measure  technical  and  practical  knowledge.  Communicative  techniques 
and  language  levels  utilized  in  the  written  test  reflect  the  level  of  these 
skills  required  on  the  job.  Each  time  a  written  test  is  required  the  test 
questions  are  reviewed  to  determine  that  they  are  directly  related  to  the 
current  duties  of  the  position.  Questions  that  may  have  become  obsolete 
are  eliminated;  new  material  may  be  added  to  cover  new  skills  required  on 
the  job. 

ORAL  EXAMINATION 

The  oral  examination  or  "Qualification  Appraisal"  is  an  interview 
conducted  by  persons  knowledgeable  about  the  position.  The  purpose  of  the 
interview  is  to  evaluate  the  personal  history  and  traits  of  the  candidates 
in  order  to  judge  their  competence  and  fitness  to  perform  the  duties  of 
the  position. 


OTHER  TESTING 

In  addition  to  the  standard  written  and  oral  examinations  strength 
athletic,  and/or  performance  tests  may  be  appropriate  to  test  the  knowledge 
and  skills  identified  in  the  job  analysis. 
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IMMEDIATE  TESTING  PROGRAM 


In  the  three  and  a  half  years  of  its  existence  the  Immediate 
Testing  Program  had  the  responsibility  of  recruitment  and  examination 
for  the  majority  of  entrance  level  positions  as  well  as  certain  promo- 
tional examinations.   During  this  time  this  unit  was  assigned  353 
different  classifications  and  established  698  eligible  lists.   By  means 
of  "immediate"  notification  of  the  results  of  written,  athletic  and 
performance  tests,  candidates  could  be  placed  on  eligible  lists  and 
certified  to  vacancies  in  a  shorter  period  of  time  than  under  the 
regular  examination  procedure. 

The  Continuous  and  Standardized  Testing  Units  which  were  created 
in  December,  1975  use  the  immediate  notification  procedure  in  their 
specific  assignments:   Continuous  Testing  is  responsible  for  clerical 
entrance  and  some  promotional  examinations,  while  Standardized  Testing 
is  chiefly  concerned  with  other  entrance  level  examinations  (crafts, 
professional) . 


NUMBER 

OF  PERSONS  ON  ELIGIBLE  LISTS  ESTABLISHED 

BY  THE  IMMEDIATE  TESTING  DIVISION 

1972 

1973 

1974 

1975 

1976 

January 

770 

896 

699 

205 

February 

534 

543 

1697 

107 

March 

1191 

595 

264 

594 

April 

368 

247 

608 

234 

May 

684 

331 

722 

333 

June 

387 

763 

496 

326 

July 

371 

918 

804 

August 

481 

1841 

221 

September 

355 

917 

529 

October 

909 

150 

808 

680 

November 

360 

136 

164 

331 

December 

212 

1901 

301 

151 

TOTAL: 

1481 

7328 

8324 

7202 

1466 
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MEDICAL  EXAMINATION  CENTER 

The  Medical  Examination  Center  performed  4,016  examinations  during 
the  year.   This  activity  is  summarized  as  follows: 


ACTIVITY 

Total  examinations  performed 

4016 

Municipal  Railway  and  other  Class  1  and  2 

Department  of  Motor  Vehicle  examinations 

997 

Special  examinations 

330 

Pre-employment  and  Promotional  examinations 

2689 

REJECTIONS 

Initial 

34 

Condition  corrected 

12 

Final 

22 

FINAL  REJECTION  -  DISTRIBUTION  BY  DISEASE  CATEGORY 

Cardio-vascular 

5 

Internal  diseases 

14 

Musculo-skeletal 

6 

Neuropsychiatric 

9 
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ANNC 

3UNCEMENTS  ISSUED  DU 

RING  FISCAL  YEAR  19 

75-76 

ENTRANCE 

PROMOTIVE 

TOTAL 

1975 

JULY 

6 

8 

m 

AUGUST 

17 

15 

32 

SEPTEMBER 

16 

9 

25 

OCTOBER 

12 

13 

25 

NOVEMBER 

17 

1 

18 

DECEMBER 

12 

5 

17 

1976 

JANUARY 

18 

16 

34 

FEBRUARY 

9 

4 

13 

MARCH 

9 

in 

23 

APRIL 

6 

15 

21 

MAY 

12 

10 

22 

JUNE 

17 

17 

34 

TOTALS 

151 

127 

278 

LISTS  ADOPTED  DURING  FISCAL  YEAR  1975-76 

ENT        PROM       TOTAL      ELIGIBLES 


1975 

JULY 

32 

12 

44 

1,103 

AUGUST 

30 

22 

52 

2,084 

SEPTEMBER 

21 

7 

31 

543 

OCTOBER 

22 

7 

29 

793 

NOVEMBER 

26 

11 

37 

591 

DECEMBER 

17 

13 

30 

451 

19  76 

JANUARY 

17 

9 

26 

415 

FEBRUARY 

20 

7 

27 

154 

MARCH 

17 

19 

36 

924 

APRIL 

27 

9 

36 

367 

MAY 

16 

6 

22 

512 

JUNE 

18 

7 

25 

456 

TOTALS 

266 

129 

395 

8,393 

CERTIFICATIONS  MADE  DURING  FISCAL  YEAR  1975-76 

PERMANENT  TEMPORARY         TOTAL 


1975 

JULY 

255 

129 

384 

AUGUST 

348 

400 

748 

SEPTEMBER 

281 

201 

482 

OCTOBER 

235 

269 

504 

NOVEMBER 

174 

89 

263 

DECEMBER 

232 

80 

312 

1976 

JANUARY 

254 

129 

383 

FEBRUARY 

152 

74 

226 

MARCH 

277 

135 

412 

APRIL 

125 

168 

293 

MAY 

93 

186 

279 

JUNE 

238 

14  3 

381 

TOTALS 

2,664 

2,003 

4,667 

TRAINING    UNIT 


In  October,  1975,  a  training  unit  was  established  for  the  Personnel 
Department.   Its  initial  project  was  to  organize  a  series  of  training  ses- 
sions in  preparation  for  reorganization  of  the  department  which  involved 
a  basic  transition  from  the  specialist  to  generalist  concept.   A  series  of 
classes,  conducted  by  members  of  staff,  was  presented  as  a  general  intro- 
duction and  orientation  to  all  phases  of  personnel  functions. 

In  the  coming  year,  follow-up  sessions  will  be  planned  to  treat  in 
greater  depth,  areas  of  special  concern  to  the  personnel  management  process, 
One  area  of  concentration  should  be  job  analysis,  a  systematic  process  for 
developing  content  and  requirements  data  on  positions  which  is  vital  to 
validating  job-relatedness  in  recruitment,  examinations  and  performance 
standards o 

The  training  staff  also  undertook  responsibility  for  developing 
procedures  and  forms  manuals  for  all  units  of  the  Personnel  Department. 
These  manuals  are  intended  to  be  utilized  as  training  tools  for  new 
employees  and  to  assure  consistency  in  all  procedures. 

An  essential  task  for  the  coming  year  will  be  to  assess  staff  train- 
ing needs  and  identify  programs  to  meet  those  needs  in  order  to  maintain 
high  productivity  and  to  assist  in  overall  employee  development. 

Performance  Evaluation  Program 

In  September,  1975,  the  General  Manager,  Personnel,  Commissioned  a 
select  group  to  develop  a  system  of  performance  evaluation  for  all  em- 
ployees of  the  City  and  County  of  San  Francisco.   The  Civil  Service 
Commission  is  authorized  by  the  Charter  (Section  3.661  (b)),  to  establish 
such  a  service  and  carry  out  this  responsibility. 

The  group  developed  a  Performance  Reporting  System  and  articulated 
the  rationale,  goals,  policy,  and  procedures,  as  well  as  a  plan  for  imple- 
menting the  system  in  all  departments  of  the  city.   The  components  of  the 
system  are  the  following: 

1.  Performance  Appraisal  Report  which  is  designed  to  be  simple, 
uniform,  valid,  and  reliable. 

2.  Performance  Appraisal  Guide,  an  instructional  tool  to  be  used 
by  every  supervisor  responsible  for  reporting  and  by  clerical 
staff  who  maintain  the  records  system. 
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3.  Instruction  Sheet,  a  single  page  synthesis  of  the  guide. 

4.  A  series  of  training  sessions  for  all  supervisors  in  the  pur- 
pose and  use  of  the  form,, 

Implementation  of  the  system,  because  it  is  new  to  everyone,  will 
require  careful  education  of  all  employees  as  to  its  purpose,  specialized 
training  of  supervisors  in  its  use,  and  oversight  of  the  program  to 
ensure  compliance  and  consistency. 

The  staff  responsible  for  implementation  of  the  program,  in  addi- 
tion to  presentation  of  the  system  and  training  sessions,  will  be  avail- 
abel  to  answer  questions  and  for  consultation  at  all  levels  throughout 
the  initial  period  and  will  conduct  follow-up  training  sessions  after 
completion  of  the  first  reporting  period. 

The  program  has  been  fully  implemented  in  the  Adult  Probation 
Department  and  the  Personnel  Department.   The  program  for  city-wide  imple- 
mentation is  in  progress  and  should  be  fully  in  use  within  fifteen  months. 

The  system,  while  being  essentially  a  management  tool,  is  employee- 
oriented.   It  will  focus  on  more  efficient  departmental  organization  by 
documenting  employee  performance,  aiding  supervisory  and  management  deci- 
sions, identifying  training  needs  for  developing  employee  potential. 

The  primary  objective  of  the  system  is  to  assist  the  management  of 
all  city  departments  in  developing  competent  and  effective  personnel  in 
order  to  ensure  quality  services  to  the  public  which  is  our  commitment. 


PERSONNEL  COUNCIL 


The  Personnel  Council  was  established  in  January  of  1972  under  the 
direction  of  Bernard  Orsi,  General  Manager  of  Personnel.   The  Council, 
comprised  of  personnel  officers  and  administrators  from  all  City  depart- 
ments, meets  regularly  on  the  first  and  third  Monday  of  each  month.   Under 
leadership  of  an  experienced  Civil  Service  Commission  staff  member,  the 
Council  serves  as  a  vehicle  for  communication  and  as  a  mechanism  for 
identifying  and  recommending  solutions  to  personnel  problems  faced  by  City 
departments.   Over  the  years  the  Council  has  functioned  as  a  working  body 
in  analyzing  Civil  Service  Commission  rules,  policies  and  procedures,  and 
has  made  recommendations  for  change  aimed  at  improving  the  operating  effi- 
ciency of  personnel  services  in  the  City  and  County  of  San  Francisco. 

During  fiscal  year  1975-76  the  Personnel  Council  continued  to 
serve  as  a  forum  for  information  exchange  and  as  a  sounding  board  for  new 
personnel  procedures.   At  regular  meetings  the  Personnel  Council  heard 
reports  and  provided  valuable  input  on  the  Performance  Evaluation  Program, 
flexible  staffing  proposals,  oral  authorization  and  limited  tenure  pro- 
cedures, salary  standardization,  Equal  Employment  Opportunity  programs, 
Public  Service  Employment  programs,  In-Service  Training  and  Employee  rela- 
tions issues.   Individually,  and  through  special  sub-committees,  the 


Personnel  Council  members  provided  invaluable  assistance  to  the  Civil 
Service  Commission  on  memorandum  of  understanding  negotiation,  dismissal 
and  grievance  procedures  review,  Personnel  Department  form  revision,  and 
rule  and  Charter  provision  amendments.   The  Personnel  Council  continued 
to  serve  as  an  effective  means  for  informing  all  departments  of  recent 
court  decisions,  City  Attorney's  opinions  and  legislative  activity  at  the 
local,  state  and  federal  levels.   The  twenty  departmental  representatives 
in  regular  attendance  at  Council  meetings  invited  special  quest  speakers 
from  the  Employee  Relations  Divisions,  the  Employee  Referral  Program,  the 
Retirement  System,  and  the  Civil  Service  Commission  to  address  the  member- 
ship on  issues  of  particular  interest.   In  addition,  1975-76  saw  expansion 
of  the  Personnel  Council  mailing  list  to  include  virtually  every  City 
Department.   To  assist  the  Personnel  Officers  and  the  Council,  a  Personnel 
Council  Library  was  established  and  an  index  to  both  Personnel  Council 
minutes  and  authorities  for  personnel  transactions  was  compiled. 

The  end  of  fiscal  year  1975-76  saw  some  organizational  changes 
for  the  Personnel  Council.   The  Council  will  be  electing  a  Coordinator 
and  Assistant  Coordinator,  rather  than  the  "Chairperson"  and  "Secretary" 
formerly  appointed  by  the  General  Manager,  Personnel.   More  active 
participation  in  Council  activities  will  be  required  of  all  members; 
each  member  will  be  assigned  to  one  of  six  standing  committees; 

1.  Wage,  Salary  and  Classification 

2.  Recruitment,  Examination  and  Certification 

3.  Legal  Issues  (Legislation  and  Court  Decisions) 

4.  Labor  and  Employee  Relations 

5.  Fiscal  Matters 

6.  Interdepartmental  Matters 

An  Executive  Committee,  established  to  serve  an  advocacy  role  for 
the  Council,  will  include  the  chairs  of  each  committee,  the  Coordinator 
and  Assistant  Coordinator,  and  the  Civil  Service  Commission  representative. 
It  is  anticipated  that  the  increased  autonomy  and  new  organization  of  the 
Council  will  facilitate  an  even  more  productive  1976-77. 


Employee  Suggestion  Program 


At  the  request  of  the  President  of  the  Board  of  Supervisors,  a 
review  has  been  made  of  the  Employee  Suggestion  Program,  formerly  known  as 
the  Merit  Award  Program  in  the  Administrative  Code  Article  VIII.   Staff 
of  the  Civil  Service  Commission  surveyed  public  and  private  agencies, 
received  information  from  the  National  Association  of  Suggestion  Systems 
and  attended  the  Southern  California  Chapter  of  NASS  conference  to  gain 
current  information  about  suggestion  award  programs.   Staff  also  attends 
monthly  meetings  of  the  Bay  Area  Chapter  of  NASS, 

Under  the  provisions  of  the  Administrative  Code  a  committee  of  6 
members  has  been  appointed:   4  by  the  Mayor,  2  by  the  CAO  and  one  member 
is  the  president  of  the  Board  of  Supervisors  who  presides  as  an  ex 
officio  voting  member.   The  Employee  Suggestion  Award  committee  shall  meet 
monthly  to  evaluate  suggestions  and  make  recommendations  for  awards. 


Progress  is  being  made  to  implement  the  program  with  a  target  date 
of  January  1.   During  this  time  employees,  evaluators,  and  department 
representatives  will  be  trained  as  to  the  purpose  and  benefits  that  can 
be  derived  from  this  program. 

Research  indicates  the  obvious  benefit  of  an  Employee  Suggestion 
Program  is  demonstrated  monetary  savings  for  management  and  therefore  the 
taxpayer.   An  Employee  Suggestion  Program  will  clarify  areas  of  needed 
employee  training,  outmoded  techniques  still  in  use,  and  poor  depart- 
mental or  interdepartmental  communication. 

An  Employee  Suggestion  Program  will  provide  recognition,  pride  and 
satisfaction  to  the  employee,  will  increase  morale  and  motivation,  and 
is  a  means  for  the  employee  to  communicate  to  management.   Statistics 
indicate  public  agencies  participating  in  a  well  run  Employee  Suggestion 
Program  save  on  the  average  $3.60  for  every  $1  invested  in  the  cost  of 
the  program.   In  each  successive  year,  as  the  savings  from  suggestions 
are  realized,  the  benefits  of  a  suggestion  program  statistically  increase. 
Suggestion  award  systems,  when  administered  properly,  have  proven  to  be 
an  effective  savings  program  and  will  improve  operations  for  the  City 
and  County  of  San  Francisco. 


GOALS 


Extension  of  the  Performance  Evaluation  Program  to  all  City  depart- 
ments and  to  all  employees. 

Revision  of  the  Civil  Service  Commission  Rules  including  a  new 
Grievance  Procedure. 

Implementation  of  the  Employee  Suggestion  Program. 

Comprehensive  classification  survey  of  all  accounting  and  fiscal 
positions,  all  attorney  positions,  all  purchasing  categories,  and  all 
positions  in  Electronic  Data  Processing. 
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ty  and  County  of  San  Francisco  Civil  Service  Commission 


The  Honorable 

Mayor  George  R.  Moscone 

200  City  Hall 

San  Francisco,  CA  94102 

Dear  Mayor  Moscone: 


On  behalf  of  the  members  of  the  Civil  Service  Commission 
and  in  accordance  with  the  Charter,  I  submit  the  Annual  Report 
of  the  Civil  Service  Commission  for  the  fiscal  year  1976-77. 

We  hope  you  agree  that  this  report  reflects  the  continuing 
progress  by  our  department  in  meeting  both  long-standing  problems 
and  new  challenges  with  solutions  that  are  in  the  best  interests 
of  the  citizens  of  the  City  and  County  of  San  Francisco. 

The  Commission  expresses  its  appreciation  to  Mr.  John  J. 
Walsh,  General  Manager,  Personnel,  and  commends  the  members  of 
his  staff  for  their  diligent  efforts  in  providing  the  necessary 
creative  and  responsive  leadership  in  administering  an  effective 
personnel  system. 

We  look  forward  to  another  year  of  progress  with  the  hope 
that  this  office  continues  to  respond  to  ever-increasing  chal- 
lenges, and  we  thank  your  office  and  members  of  your  staff  for 
the  help  and  support  you  have  given  us . 


Respectfully  submitted, 
CIVIL  SERVICE  COMMISSION 


c£^  /  AL#- 


Frank  N.  Alioto 
President 


5)558-5524  Room  151  City  Hall  San  Francisco  94102 


FRANK  N.  ALIOTO, 
President 


Commissioners 


JOSEPH  C.  TARANTINO 
Vice  President 


WILLIAM  JACK  CHOW 


GENEVIEVE  POWELL 


DARRELL  J.  SALOMON 
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General  Manager, 
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HIGHLIGHTS  OF  FISCAL  YEAR 


* 


JOHN  J.  WALSH,  A  CAREER  CIVIL  SERVANT  AND  PERSONNEL  PROFESSIONAL 
WAS  APPOINTED  GENERAL  MANAGER,  PERSONNEL. 


A  MAJOR  CLASSIFICATION  SURVEY  OF  THE  REDEVELOPMENT  AGENCY 
WAS  CONDUCTED. 


THE  CIVIL  SERVICE  COMMISSION  ADOPTED  AN  AFFIRMATIVE  ACTION  PLAN  AND 
SLm      POLICY  AS  PART  OF  ITS  RULES  AND  AN  EQUAL  EMPLOYMENT  OPPORTUNITY  UNIT 
#V    WAS  FSTART.TSHFD  ANn  STAFPFD 


WAS  ESTABLISHED  AND  STAFFED. 


THE  PASSAGE  OF  PROPOSITION  "D"  IN  THE  NOVEMBER,  1976  ELECTION 
SL,      RESULTED  IN  A  NEW  FORMULA  FOR  DETERMINING  SALARIES  FOR  CITY 


EMPLOYEES . 


A  LABOR  RELATIONS  SECTION  WAS  ESTABLISHED  AND  IS  FULLY  OPERATIONAL 
AS  A  RESULT  OF  TRANSFER  OF  FUNCTION  TO  CIVIL  SERVICE  COMMISSION. 


OVER  150  CLASS  TITLES  WERE  CHANGED  TO  REMOVE  SEX  DESIGNATIONS. 


V   A  SYSTEM  OF  CONTROL  BY  NUMERICAL  DESIGNATION  CPOSITION  CONTROL)  FOR 


22,000  PERMANENT  POSITIONS  WAS  DEVELOPED  AND  IMPLEMENTATION  BEGUN 


.  A  CITY-WIDE  SURVEY  OF  ALL  ELECTRONIC  DATA  PROCESSING  CLASSES 
AND  POSITIONS  WAS  BEGUN. 


\/   A  MAJOR  STUDY  RESULTED  IN  THE  CLASSIFICATION  OF  90  POSITIONS  IN  THE 
VV  NEWLY  CREATED  FAMILY  SUPPORT  BUREAU,  OFFICE  OF  THE  DISTRICT  ATTORNEY. 


* 


PERFORMANCE  EVALUATION  WAS  IMPLEMENTED  IN  28  DEPARTMENTS. 


THE  CIVIL  SERVICE  COMMISSION 


MEMBERSHIP 

The  Civil  Service  Commission  is  composed  of  five  members  (at  least 
one  of  whom  must  be  a  woman)  appointed  by  the  Mayor  and  serving  six-year 
terms  of  office.  Those  currently  serving  on  the  Civil  Service  Commission 
are  Frank  N.  Alioto,  President;  Joseph  C.  Tarantino,  Vice  President;  and 
Commissioners  William  Jack  Chow,  Genevieve  Powell  and  Darrell  J.  Salomon. 


RESPONSIBILITIES 


The  Civil  Service  Commission  is  mandated  by  Charter  to  be  the 
employment  and  personnel  department  of  the  City  and  County  that  qualifies 
individuals  for  appointments  to  the  public  service  on  the  basis  of  merit 
and  fitness  as  shown  by  appropriate  tests.  The  Commission  classifies  and 
reclassifies  all  places  of  employment  in  City  departments,  including  those 
exempted  by  Charter.  Derived  from  the  Charter  provisions  in  the  concept 
that  the  Civil  Service  Commission's  major  responsibilities  is  rendering 
service  to  departments  and  employees. 


MEETINGS  &  HEARINGS 

During  fiscal  year  1976-77,  the  Civil  Service  Commission  met  32  times. 

The  Commission  conducted  24  regular  and  8  special  meetings  in  order 
to  review  separations  from  service,  classification,  salary  and  wage,  in- 
service,  miscellaneous  and  examination  matters.  The  Commission  considered 
204  classification  and  pay  items  which  resulted  in  the  establishment  of  209 
new  positions,  33  new  classifications  and  reclassification  of  68  existing 
positions.  37  classes  were  abolished  and  13  consolidated.  118  Salary 
Ordinance  amendments  were  submitted  as  a  result  of  Commission  action. 
Among  the  pay  matters  considered  by  the  Commission  were  the  surveys  of 
Police,  Fire  and  Municipal  Railway  rates  of  pay.   148  items  of  in-service 
activities  were  reviewed  and  42  miscellenaous  items.   In  addition,  the 
Commission  considered  93  recruitment  and  examination  appeals.  The  Commission 
also  ruled  on  122  requests  for  reconsideration  of  its  action. 

The  Commission  reviewed  the  following  separations  from  service:  52 
resignations;  100  terminations  of  limited  tenure  appointments,  primarily 
CETA  participants;  59  terminations  of  entrance  probationary  appointments; 
7  termination  of  promotive  appointments;  and  46  terminations  of  temporary 
Civil  Service  appointments. 


23  appeals  from  dismissal  of  permanent  appointment  were  reviewed  and  10 
dismissals  not  appealed  were  processed.   In  April,  1977  the  Civil  Service 
Commission  adopted  amendments  to  the  automatic  resignation  rule  which 
severs  from  the  service  employees  who  abandon  their  positions  by  being 
absent  without  authorization  in  excess  of  5  continuous  working  days. 
These  Rule  modifications  provide  that  automatic  resignations  may  be  ap- 
pealed within  15  calendar  days  and  the  Commission  will  review  those  ap- 
peals. Those  automatic  resignations  not  appealed  are  processed  admini- 
stratively under  the  Rule.  Prior  to  the  Rule  change  the  Commission  re- 
viewed 150  automatic  resignations.   Since  the  new  Rule  has  gone  into 
effect  the  Commission  has  considered  11  appeals  and  25  automatic  resig- 
nations have  been  administratively  processed.  This  new  procedure  has 
eliminated  the  necessity  to  calendar  for  Commission  review  all  automatic 
resignations  with  all  the  accompanying  paperwork  and  has  also  eliminated 
the  necessity  for  departmental  representatives  to  appear  at  Civil  Service 
Commission  meetings  for  every  automatic  resignation. 


RULES  REVIEW 


A  permanent  committee  of  Civil  Service  Commission  staff  members  has 
been  formed  to  proceed  on  an  on-going  basis  with  the  updating  and  main- 
tenance of  the  Civil  Service  Commission  Rules.  This  Committee  meets  on 
a  weekly  basis  and  is  in  the  process  of  reviewing  the  Overtime;  Layoff; 
Certification  and  Rules  related  to  medical  matters.  The  Committee  is  also 
reviewing  all  Civil  Service  Commission  forms  to  eliminate  obsolete  Charter, 
ordinance  and  Rule  language.  An  index  of  all  changes  in  the  Rules  since 
their  adoption  on  July  1,  1972,  has  been' prepared  and  distributed.   It  is 
anticipated  that  a  subject  index  will  be  developed  and  distributed  during 
Fiscal  Year  1977-78. 

A  central  file  has  been  developed  in  which  copies  of  all  pages  of 
the  Rules  are  available.   Individuals  interested  in  a  portion  or  a  page  of 
a  Rule,  an  entire  rule,  or  a  complete  set  of  Rules  can  pull  one  page  or 
assemble  a  set. 

Procedures  have  been  developed  for  notification  of  Rule  amendments 
by  the  use  of  "Rule  Change  Numbers"  on  memoranda  which  are  posted  on  an 
"Amendment  Control  Sheet"  in  each  copy  of  the  Rules.   Each  time  a  change 
is  made  in  the  Rules  the  pertinent  page  will  be  reissued  with  the  amendment 
date  and  the  Rule  Change  Number  listed  after  the  amended  section.   In 
addition,  in  the  future,  pages  of  the  Rules  will  be  dated  with  an  issue 
date. 


BUDGET 


The  following  summarizes  expenditures  for  the  Civil  Service  Commission 
for  the  fiscal  year  ending  June  30,  1977: 


RECEIPTS 

Budget  Appropriation  for  1976-77  2,266,489 

EXPENDITURES 


6.121.110, 

000 

Permanent  Salaries 

1,242,386 

6.121.111. 

000 

Overtime 

1,809 

6.121.116, 

000 

Comp.  In  Lieu  Salary- 

34,672 

6.121.120. 

000 

Temporary  Salaries 

98,883 

6.121.200, 

000 

201 

Oral  Boards 

5,358 

218 

Maintenance  and  Repair  of 

Equipment 

3,266 

224 

Reproduction  Services 

2,600 

.  232 

Telephone 

19,405 

233 

Postage 

9,840 

234 

Printing  and  Advertising 

1,282 

235 

Subscriptions 

500 

241 

Equipment  Rentals 

11,016 

269 

Fingerprinting 

1,852 

269 

Special  Services 

11,947 

6.121.216. 

,000 

Maintenance  of  Auto 

275 

6.121.269, 

,000 

Actuarial  Evaluation  of  Fringe  Benefits 
for  Municipal  Railway  Drivers 

7,500 

6.121.300, 

,000 

366 

Medical  Supplies 

2,110 

370 

City  Directory 

' 

108 

375 

Office  Supplies 

25,765 

391 

Fuel  and  Lubricants 

162 

6.121.400, 

,000 

Equipment 

13,416 

6.121.800, 

,000 

Fixed  Charges 

50 

6.121.863, 

,000 

Mandatory  Fringe  Benefits 

282,861 

6.121.900, 

,000 

Services  to  Other  Departments 

206,162 

6.121.950, 

,000 

Salary  Survey 

12,500 

6.121.951, 

,000 

Police  and  Fire 

21,914 

6.121.951 

,120 

Police  and  Fire  Temporary 

Salaries 

4,753 

TOTAL  EXPENDED  2,022,392 


EMPLOYEES 


The  Civil  Service  Commission  Department  is  allocated  95  permanent 
positions  enumerated  as  follows: 


Class  Number 


Title 


Number 


120  Commissioners 

A101  Affirmative  Action  Coordinator 

1202  Personnel  Clerk 

1212  Timeroll  Audit  Clerk 

1214  Senior  Timeroll  Audit  Clerk 

1216  Principal  Timeroll  Audit  Clerk 

1217  Senior  Certification  Clerk 
1232  Training  Officer 

1234  Director  of  Training 

1240  Assistant  Personnel  Analyst 

1242  Personnel  Analyst 

1244  Senior  Personnel  Analyst 

1246  Principal  Personnel  Analyst 

1248  Assistant  Division  Manager,  Personnel 

1278  Division  Manager,  Personnel 

1284  Assistant  Secretary,  Civil  Service  Comm. 

1288  Assistant  General  Manager,  Personnel 

1292  General  Manager,  Personnel 

1402  Junior  Clerk 

1404  Clerk 

1424  Clerk  Typist 

1426  Senior  Clerk  Typist 

1444  Clerk  Stenographer 

1446  Senior  Clerk  Stenographer 

1528  Administrative  Secretary 

1760  Offset  Machine  Operator 

1764  Mail  and  Reproduction  Service  Supervisor 

2430  Medical  Examination  Assistant 


CETA  EMPLOYEES 


The  Civil  Service  Commission  has  also  been  provided  with  the  following 
38  employees  funded  under  the  Comprehensive  Employment  and  Training  Act  (CETA) 

Number. 


Class  Number 

Title 

1202 

Personnel  Clerk 

1240 

Assistant  Personnel  Analyst 

1402 

Junior  Clerk 

1404 

Clerk 

1424 

Clerk  Typist 

1650 

Accountant 

1760 

Offset  Machine  Operator 

9702 

Manpower  Specialist  I 

9708 

Manpower  Specialist  IV 

9998 

Staff  Aide,  CETA 

13 
5 
2 

1 
10 

1 
1 
1 
1 
3 
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MANAGEMENT  &   EMPLOYEE  SERVICES  DIVISION 


CLASSIFICATION  SECTION 


Position  classification  is  the  basic  tool  of  personnel  management. 
It  is  the  process  of  first,  analyzing  jobs  to  determine  their  primary  tasks 
and  the  knowledge,  abilities  and  skills  required  to  perform  those  tasks; 
and  second,  grouping  the  jobs  into  "classes"  on  the  basis  of  similarity  in 
these  respects.  Class  specifications  are  then  written  to  define  the 
boundaries  and  basic  characteristics  of  each  class.  This  process  makes  it 
possible  to  provide  like  treatment  to  similar  positions  in  recruitment, 
examination,  pay,  training  and  other  aspects  of  personnel  management. 
Position  classification  is  the  key  element  in  implementing  the  basic  merit 
principle  of  "equal  pay  for  equal  work." 

The  Classification  Plan  is  a  reflection  of  the  organization  and  it 
changes  when  the  needs  of  the  City  and  County  change.  During  the  past  year, 
the  Classification  Section  conducted  the  following  major  studies  resulting 
in  changes  to  the  Plan: 


MAJOR  CLASSIFICATION   STUDIES 

1.  At  the  request  of  the  Board  of  Supervisors,  the  Civil  Service 
Commission  staff  conducted  a  survey  of  the  Redevelopment  Agency. 

Formerly,  Housing  Urban  Development  CHUD)  was  responsible  for  re- 
viewing the  Redevelopment  Agency  operations.  Under  the  new  Housing  and 
Community  Act  of  1974,  monies  are  appropriated  in  a  block  grant  to  the  City 
and  County.  Thus  the  City  reviews  the  Redevelopment  Agency  since  funds 
are  appropriated  by  the  Board  of  Supervisors.   It  was  pointed  out  that  a 
survey  of  compensation  schedules  requires  up-to-date  classification  infor- 
mation in  order  to  form  a  basis  for  valid  salary  comparisons.  Therefore, 
it  was  determined  that  both  a  classification  and  salary  survey  would  be 
conducted  by  the  Civil  Service  Personnel  Department.  The  survey  included 
258  positions  and  105  different  classifications. 


10 


The  findings  of  the  survey  which  were  transmitted  to  the  department 
and  the  Board  of  Supervisors  in  April  are  summarized  as  follows: 

129  positions  were  determined  to  be  correctly  classified 
and  their  salaries  appeared  to  be  appropriate. 

14  positions  were  found  to  be  either  under-classified  or 
under-paid  and  recommendations  were  made  to  upgrade  the 
classifications  and  the  salaries  of  such  positions. 

108  positions  were  determined  to  be  improperly  classified 
and/or  their  salary  was  found  to  exceed  that  for  a  comparable 
City  and  County  classification  or  other  recommended  salary 
relationship.   Recommendations  were  made  regarding  the  re- 
classification and  restructing  of  salary  levels. 

The  last  phase  of  the  project,  review  of  allocations,  has  begun  and  a 
final  report  will  soon  be  issued. 

2.  In  order  to  eliminate  potentially  discrimatory  language  from 
Civil  Service  job  titles,  the  Classification  Division  recommended  that 
approximately  150  titles  be  amended  to  remove  sex  designations.  This 
effort  involved  consultations  with  thirty  union  and  community  groups  as 
well  as  with  city  departments  and  employees. 

3.  A  major  survey  resulted  in  the  classification  of  90  positions 
in  the  Family  Support  Bureau,  Office  of  the  District  Attorney.   Six  new 
classes,  five  levels  of  investigator  and  a  director  which  accounted  for 
46  positions  had  been  adopted,  with  allocation  of  the  remaining  44  posi- 
tions to  existing  civil  service  classes. 

4.  The  increasingly  wide  spread  use  of  word  processing  equipment 
in  the  city  service  resulted  in  numerous  requests  for  position  surveys. 
In  many  instances  reclassification  from  clerk  typist  or  stenographer  to 
classes  in  the  transcriber  typist  series  was  recommended.  Among  departments 
making  these  requests  were  Juvenile  Court,  Board  of  Education,  the  Coroner, 
the  Community  College  District,  the  District  Attorney  and  Adult  Probation. 

5.  Twenty-eight  positions  in  the  Animal  Keeper  series  were  surveyed, 
and  a  new  working  supervisor  class  which  had  been  budgeted,  Senior  Animal 
Keeper,  was  adopted.  The  specifications  of  the  three  existing  classes  in 
the  series  were  amended  to  reflect  current  duties  and  responsibilities. 

6.  The  division  assisted  the  Department  of  Public  Health  in  the 
reorganization  of  the  central  supply  room  divisions  at  San  Francisco  General 
Hospital  and  Laguna  Honda  Hospital.  Three  classes  were  abolished  and  two 
were  established;  a  total  of  forty  positions  were  affected.  This  classifi- 
cation work  resulted  in  the  alleviation  of  staffing  problems  in  those 
divisions. 
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7.  The  long  discussed  consolidation  of  two  classes,  Conductor  and 
Motorman,  at  the  Municipal  Railway  was  effected  into  a  new  class  of 
Transit  Operator.  This  will  result  in  greater  flexibility  of  assignment 
and  simplified  personnel  and  payroll  procedures.  The  operation  of  transit 
equipment  currently  in  use  and  equipment  to  be  placed  in  service  in  the 
near  future  can  properly  be  described  by  a  single  class  specification. 

In  addition  the  obsolete  class  of  Bus  Operator  was  abolished. 

8.  The  city-wide  survey  of  all  electronic  data  processing  classes 
and  positions  was  begun.   It  is  expected  that  the  survey  will  include 
approximately  400  positions  and  45  classifications.   Initial  efforts  were 
directed  toward  the  reclassification  of  positions  allocated  to  classes 
which  describe  now  obsolete  equipment. 

9.  Another  major  project  involved  the  classification  of  17  positions 
in  the  Department  of  Public  Health,  San  Francisco  General  Hospital  in  con- 
nection with  the  Prisoner  Medical  Unit.  This  additional  staff,  funded  by 
supplemental  appropriation,  complies  with  an  order  of  the  U.S.  District 
Court  to  increase  the  size  of  the  Prisoner  Medical  Unit  from  ten  to  twenty- 
four  beds. 

10.  The  development  of  a  three  level  series  of  Fingerprint  Technician 
for  the  Police  Department  serves  as  an  example  of  the  division's  continuing 
effort  to  ensure  that  the  classification  system  reflects  technological 
changes  in  keeping  with  the  needs  of  city  departments . 

In  addition  a  number  of  key  classes  were  established  to  reflect  changes 
within  departments: 

1.  Three  classes  for  the  Employee  Relations  Division 

2.  Supervisor  of  Water  Treatment  Facilities  and  related  classes 

3.  Two  classes  for  the  County  Parole  Commission 

4.  Supervising  Fiscal  Officer 

5.  Supervising  Electronic  Maintenance  Technician 

6.  Coordinator  of  Community  Services  in  the  Fire  Department 

7.  Deputy  Director,  Health  Care  Services/Administrator 

8.  Wire  Rope  Cable  Maintenance  Mechanic  Trainee 
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In  summary,  the  Classification  Division  reviewed  positions  and 
departmental  requests  resulting  in  the  following  classification  recom- 
mendations : 

New  positions  requiring  classification  action 

in  the  1976-77  budget 209 

Classes  abolished 37 

New  classes  established 33 

Classes  consolidated 13 

Reclassification  of  existing  positions 68 

Class  specifications  amended 22 

Salary  Ordinance  amendments  submitted 118 

Personal  Service  Contracts  approved 21 

Staff  Assistant,  Special  Projects  approved....  69 

Tenure  of  requisition  requests  approved Ill 

Other  classification  studies  resulting  in 

Civil  Service  Commission  action 7 


PROJECTED  CLASSIFICATION  ACTIVITIES 

There  are  certain  on-going  classification  studies  under  the 
direction  of  the  Civil  Service  Commission  Personnel  Department. 
Additionally,  there  are  other  items  of  significance  that  our  department 
will  be  working  on  during  the  current  fiscal  year  (1977-78).  A 
summary  of  the  more  significant  studies  is  as  follows: 

1.  General  Classification  Survey 

Efforts  of  the  Commission  to  fund  additional  staff  positions 
for  classification  maintenance  work  have  not  been  successful  and  the 
availability  of  existing  staff  for  maintenance  work  is  extremely  limited. 
At  the  same  time,  the  needs  of  city  departments,  the  composition  of  the 
work  force  and  the  technologies  of  the  various  occupational  fields  have 
changed  enormouslv  since  the  last  city-wide  classification  survey  was 
completed  in  1960.   Therefore,  the  possibility  of  a  survey  of  all  classes 
and  positions  in  the  city  service  is  under  consideration  and  preliminary 
information  is  being  accumulated. 

2.  Police  Department 

In  view  of  the  increasing  efforts  to  remove  or  limit  non-peace 
officer  responsibilities  from  the  duties  normally  assigned  the  uniformed 
force,  the  Police  Department  has  asked  for  a  major  reclassification  study 
of  some  of  its  civilian  classes.   It  is  anticipated  that  this  will  affect 
approximately  250  positions  and  six  classes.  At  this  time  it  appears  that 
two  new  classes  will  be  created  from  the  consolidation  of  existing  classes. 
In  addition,  the  creation  of  other  supervisorial  levels  are  being  considered, 
since  this  would  allow  increased  assignment  of  members  of  the  force  to 
important  crime  related  activities. 


3.  Municipal  Railway 

The  division  is  assisting  in  a  reorganization  of  top  management 
positions.  This  is  a  highly  complicated  undertaking,  but  it  is  expected 
that  work  will  be  completed  during  the  coming  fiscal  year. 

A  second  area  of  classification  activity  has  resulted  from  the 
planned  introduction  of  the  Muni  Metro  System.  Work  has  been  completed  on 
the  electronic  maintenance  component  with  the  adoption  of  a  supervising 
electronic  maintenance  technician  class.   It  is  anticipated  that  several 
hundred  positions  will  be  created  for  other  aspects  of  the  system  and  these 
will  be  the  subject  of  classification  during  the  coming  year. 

4.  Department  of  Social  Services 

Under  the  mandate  of  the  Carlsen  Report,  the  department  will 
survey  a  large  portion  of  its  professional,  managerial  and  clerical  posi- 
tions. This  division  will  consult,  review  and  approve  the  resultant 
recommendations . 

5.  Electronic  Data  Processing 

It  is  anticipated  that  the  city  wide  survey  of  all  EDP  positions 
will  be  completed  during  the  fiscal  year.   Recommendations  should  result  in 
more  efficient  use  of  existing  and  new  equipment  to  provide  an  increasing 
range  services  to  user  departments.   In  addition,  severe  staffing  problems 
that  have  existed  should  be  alleviated. 

6.  Telephone  Operator  Series 

The  incumbents,  in  conjunction  with  their  union  and  departments, 
requested  a  survey  of  all  positions  in  this  three  class  series.  The  request 
is  based  on  what  incumbents  perceive  to  be  a  change  in  duties  and  responsi- 
bilities of  the  positions  in  the  various  departments.   It  is  anticipated  that 
classification  problems  can  be  resolved  during  the  coming  fiscal  year. 

7.  Purchasing  Series 

During  the  past  fiscal  year  the  Purchasing  Department  requested 
that  the  survey  of  positions  in  the  purchasing  series  be  held  in  abeyance. 
The  department  has  recently  requested  that  the  study  be  reactivated.   Purposes 
of  the  survey  will  be  to  determine  levels  of  responsibility  and  types  of 
buying  activities  in  relation  to  our  benchmark  survey  data. 

8.  Grant- Funded  Programs 

In  recent  years  the  implementation  of  grant -funded  programs  is  an 
area  that  has  required  an  enormously  large  amount  of  staff  time.  These  programs, 
usually  funded  by  the  Federal  government,  are  for  new  and  unique  services 
in  most  instances  not  described  by  any  class  in  our  present  plan.  They 
therefore  require  a  large  amount  of  time  for  reviewing  of  grant  applications, 
discussions  with  departmental  representatives  and  consultation  with  other 
public  agencies  for  comparison  purposes. 
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Major  departments  that  will  continue  to  have  a  large  number  of  programs 
funded  by  grants  include  the  Sheriff's  Department,  Department  of  Public 
Health  (all  bureaus),  the  Mayor's  Office,  Police  Department,  the  District 
Attorney's  Office  and  the  Board  of  Education. 

9.  Tax  Collector 

The  Division  has  received  a  request  to  survey  positions  in  the 
property  auditor  series  assigned  to  the  Tax  Collector's  Office  in  the 
Department  of  Finance  and  Records .  The  primary  area  of  concern  is  the 
special  work  of  business  tax  audits  which  are  unique  to  that  office. 

10.  Department  of  Public  Health 

With  the  appointment  of  Mr.  Roger  Boas  as  the  new  Chief  Admini- 
strative Officer  and  Dr.  Mervyn  Silverman  as  the  new  Director  of  Health 
Care  services,  certain  important  personnel  changes  have  been  proposed. 
Working  with  the  staff  in  the  personnel  unit  of  the  Department  of  Public 
Health,  our  department  will  give  this  project  the  highest  priority. 

11.  Staff  Aide/ Assistant  Series 

The  creation  of  the  Staff  Assistant  series  CStaff  Aide  I  -  Staff 
Assistant  XIII,  Special  Project)  has  provided  greater  flexibility  to  operating 
departments  in  recruiting  immediate  services  as  well  as  for  personal  services 
not  described  by  existing  classes  in  our  classification  plan.   Generally, 
these  employments  are  funded  by  special  grants  approved  by  the  Board  of 
Supervisors  and  from  other  outside  sources.  Further,  the  Staff  Assistant, 
Special  Project  series  was  adopte.d  in  order  to  provide  temporary  services 
during  a  period  of  time  for  which  funding  had  been  approved  and  the  classi- 
fication audit  was  in  process.  Thus,  this  series  has  been  effective  as  a 
vehicle  to  provide  temporary  services  under  certain  conditions  in  lieu  of 
personal  services  contracts  and  the  creation  of  new  classifications. 

Examples  of  the  use  of  the  Staff  Assistant  series  are  as  follows: 


Department 


Police 


Recreation  §  Park 


Classification 

Staff  Assistant  VI,  III,  II 
Staff  Aide  II 

Staff  Assistant  II 
Staff  Aide  II 


Project 

Citizen  Safety  Project 
CS.A.F.E.) 

Golden  Gate  Park 
Master  Plan 


Controller 
Mayor 


Staff  Assistant  IV 
Staff  Assistant  IV 


Wastewater  Management 
FIRM  Project 
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The  increased  number  of  grants  awarded  to  various  city  depart- 
ments has  meant  an  enormous  increase  in  the  staff  time  required  to  review, 
advise,  recommend  and  approve  requests  for  use  of  Staff  Assistant/Aide 
positions.  To  facilitate  the  work,  a  series  of  policy  guidelines  has  been 
developed.  They  outline  three  major  phases:  determination  as  to  whether 
the  Staff  Assistant  series  is  appropriate;  procedure  for  proposing  an 
employee  for  an  approved  position;  and  special  conditions  that  apply  to 
employments  in  these  classes. 
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SALARY  STANDARDIZATION  SECTION 


The  primary  function  of  the  Salary  Standardization  Section  is  to 
survey  prevailing  rates  of  pay  in  private  and  public  jurisdictions  as  a 
basis  for  establishing  rates  of  pay  for  all  City  employees  according 
to  the  provisions  of  the  Charter,  as  well  as  implementing  and  recommending 
revisions  to  the  administrative  provisions  of  the  Salary  Standardization 
Ordinance.  Other  duties  include  conducting  fringe  benefit  and  specialized 
surveys  at  the  request  of  the  Civil  Service  Commission  or  Board  of 
Supervisors,  completing  survey  questionnaires  for  other  jurisdictions, 
and  implementing  the  salary  plan  by  coordinating  salary  matters  with  all 
City  departments. 

Salary  standardization  is,  by  Charter,  divided  into  three  major 
categories : 

1.  Miscellaneous  Employees  -  Charter  Sections  8.401  and  8.407 

2.  Municipal  Railway  Platform  Employees  -  Charter  Section  8.404 

3.  Police  and  Fire  -  Charter  Section  8.405 

Methods  of  determining  pay  rates  and  some  of  the  working  conditions 
for  each  of  the  groups  are  as  follows: 


MISCELLANEOUS  EMPLOYEES 

In  November,  1976,  the  electorate  approved  an  amendment  to  the  Charter 
adding  a  new  Charter  Section  8.407,  Definition  and  Generally  Prevailing  Rates 
of  Wages.   This  amendment  requires  the  Civil  Service  Commission  to  conduct 
a  comprehensive  investigation  and  survey  of  basic  pay  rates  for  wages  and 
salaries  in  other  governmental  jurisdictions  and  private  employment  for 
like  work  and  like  service  based  on  job  classifications  primarily  in  the 
Bay  Area  and  requires  the  Civil  Service  Commission  to  make  its  findings, 
based  on  facts  and  data  collected  as  to  what  the  generally  prevailing  pay 
rates  are  for  each  benchmark  class.  The  amendment  requires  that  the  salary 
data  be  collected  solely  for  the  Bay  Area  counties  of  Alameda,  Contra  Costa, 
Marin,  San  Mateo,  San  Francisco  and  Santa  Clara.   If  there  is  insufficient 
salary  data  available  from  these  agencies,  then  the  Commission  can  survey 
other  major  public  agencies  in  the  State  employing  such  classes  where  the 
agency  employs  more  than  3,000  persons.  This  amendment  stipulates  that  the 
salary  data  from  public  agencies  be  collected  from  five  other  Bay  Area  counties, 
the  ten  most  populous  cities  in  these  counties;  agencies  of  the  State  and 
Federal  government;  and  from  school  districts  and  other  special  districts 
in  these  counties. 
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The  Commission  may  collect  private  basic  pay  rate  data  from  the  recognized 
governmental  Bay  Area  salary  survey  of  private  employers  in  the  City  and 
County  of  San  Francisco  and  Bay  Area  counties  of  Contra  Costa,  Marin,  San 
Mateo  and  Santa  Clara.  The  data  collected  is  limited  to  rates  of  pay  and 
salaries  actually  being  paid  by  private  employers  for  like  work  and  like 
service. 

The  amendment  defines  the  term  "prevailing  rates  of  wages"  as  the 
rate  ranges  developed  from  the  weighted  average  of  the  midpoints  of  the 
basic  rates,  excluding  fringe  benefits,  for  surveyed  public  employment  and 
the  median  of  the  pay  rates  for  private  employment.   The  amendment  stipulates 
that  the  Board  of  Supervisors  shall  not  set  the  maximum  rate  of  pay  for 
any  class  in  excess  of  the  maximum  prevailing  rate  for  that  class  and  further 
provides  that  no  employee  shall  have  his  basic  pay  rate  reduced. 

A  report  containing  a  summary  of  the  preliminary  data  prepared  by 
the  Personnel  Department  of  the  Civil  Service  Commission  was  available 
for  inspection  beginning  December  13,  1976.   Employee  representatives 
and  employees  were  invited  to  request  salary  adjustments  supported  with  any 
information  or  data  that  would  justify  such  adjustments.   The  data  presented 
was  reviewed,  analyzed  and  modified  for  a  period  of  approximately  5  1/2 
weeks.   Salary  recommendations  were  not  finalized  until  a  public  hearing 
was  held  at  which  time  employees,  employee  organization  representatives 
and  representatives  of  civic,  public  and  professional  organizations  were 
given  an  opportunity  to  express  their  views  on  salary  standardization. 

The  recommended  schedules  together  with  the  existing  schedules  of 
compensation  were  posted  and  publicized  on  January  17,  1977,  for  a  period  of 
two  weeks  and  were  also  available  for  inspection  in  the  office  of  the  Civil 
Service  Commission.   The  proposed  schedules  of  compensation  also  apply  to 
all  non-certificated  employees  in  both  the  San  Francisco  Unified  School 
District  and  the  San  Francisco  Community  College  District. 

As  a  result  of  the  passage  of  Proposition  "D"  in  the  November  1976 
election,  the  "prevailing  rates  of  wages"  were  computed  as  required  in 
the  new  Charter  Section  8.407. 

The  data  contained  in  the  report,  "Salary  and  Wage  Survey",  was 
obtained  from  thirty  C30)  individual  public  jurisdictions  in  California, 
the  Federal  government,  the  State  of  California  and  the  Bay  Area  Salary 
Survey  Committee.   It  should  be  noted  that  the  number  of  employees  for 
the  State  of  California  and  Federal  agencies  was  limited  to  agencies  in 
the  Six  Bay  Area  Counties. 

The  Civil  Service  recommendations  were  submitted  to  the  Board' of 
Supervisors  for  their  consideration.  The  Board  then  adopted  these 
recommendations.  The  new  salary  schedules  represented  no  raises  for  some 
employees  and  increases  up  to  37.5%  for  others.   The  average  percentage 
increase  granted  to  all  employees  was  4.1%. 
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MUNICIPAL  RAILWAY 


The  Civil  Service  Commission  staff  conducts  a  survey  of  street 
railway  and  bus  systems  in  the  United  States  operating  primarily  within 
the  municipalities  having  a  population  of  not  less  than  500,000  and  each 
such  system  normally  employing  not  less  than  400  platform  employees  or 
coach  or  bus  operators.   The  Commission  then  certifies  to  the  Board  of 
Supervisors  the  average  of  the  two  highest  wage  schedules  in  effect  on 
July  1  for  comparable  employees  in  the  systems  certified  in  the  report. 
The  Board  of  Supervisors  thereupon  fixes  a  wage  schedule  which  shall  not 
be  in  excess  of  the  average  of  the  two  highest  wage  schedules  so  certified 
by  the  Civil  Service  Commission.  The  Commission  also  certifies  to  the 
Board  of  Supervisors  the  working  conditions  and  the  amount  equivalent  to 
the  dollar  value  of  differentials  in  the  benefits  in  the  Retirement  System, 
Health  Service  System  and  Vacation  Allowances. 

For  the  year  1976-77,  the  survey  shown  on  page  21  which  was 
certified  by  the  Civil  Service  Commission  showed  that  the  Massachusetts 
Bay  Transportation  Authority  and  the  San  Diego  Transit  Corporation  paid 
the  highest  rates  for  platform  personnel  as  of  July  1.  The  average  of 
the  two  was  $7.56  per  hour.  The  Board  of  Supervisors  then  set  a  rate  of 
$7.4625  per  hour.  This  represented  an  increase  of  8.3%  in  the  basic  wage. 
Additionally,  a  Cost  of  Living  adjustment  was  included  in  the  wage  package. 
This  adjustment  was  based  on  the  increased  in  the  Consumer  Price  Index  in  . 
the  San  Francisco  Area. 


POLICE  &    FIRE 


On  June  8,  1976,  the  electorate  passed  an  amendment  to  Charter 
Section  8.405  establishing  a  new  method  for  setting  salaries  of  the  uni- 
formed forces  in  the  Police  and  Fire  Departments.  Under  this  new  method, 
the  Civil  Service  Commission  is  required  to  survey  and  certify  to  the  Board 
of  Supervisors  rates  of  compensation  paid  Police  Officers  or  Patrolmen 
employed  in  Police  Departments  in  all  cities  with  a  population  of  350,000 
or  over  in  the  State  of  California.  The  rate  to  be  certified  is  the  aver- 
age of  the  maximum  rates  paid  to  each  Police  Officer  or  Patrolmen  classifi- 
cation performing  the  same  or  essentially  the  same  duties  as  Police  Officers 
or  Patrolmen  in  the  City  and  County  of  San  Francisco;  further,  this  certified 
rate  is  to  be  the  rate  of  compensation  payable  for  the  fourth  year  of 
service  in  the  class  of  Police  Officer.  The  rate  of  pay  for  the  first, 
second  and  third  year  of  service  for  Police  Officers  is  to  be  established 
in  accordance  with  the  general  percentage  differential  between  seniority 
steps  found  in  the  salary  ranges  included  in  the  cities  surveyed. 

The  same  method  is  used  for  determining  salaries  for  Fire  Fighters. 
The  principal  of  pay  parity  between  the  basic  classifications  of  Police 
Officer  and  Fire  Fighter  is  continued  in  this  amendment. 
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Charter  Section  8.405  further  provided  for  "protected"  wage  scales 
for  uniformed  members  of  the  Police  and  Fire  Departments  who  were  employed 
prior  to  July  1,  1976.  For  these  employees  the  1975-76  rates  will  continue 
to  be  paid  until  such  time  as  the  new  schedules  equal  or  exceed  the  1975-76 
rates . 

As  a  result  of  this  protective  clause,  there  were  two  wage  schedules 
in  effect  for  fiscal  year  1976-77.  One  schedule  reflected  the  existing 
monthly  wage  scales  for  uniformed  members  employed  before  July  1,  1976, 
and  the  second  scale  generated  by  the  salary  survey  for  members  of  the  uni- 
formed forces  employed  on  or  after  July  1,  1976.  Police  Officers  and  Fire- 
fighters employed  before  July  1,  1976,  were  paid  $1518-1568  per  month; 
those  employed  on  or  after  July  1,  1976,  were  paid  $1329-1538  per  month. 
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LABOR  RELATIONS  SECTION 

A  new  section,  Labor  Relations,  was  created  within  the  Management 
and  Employee  Services  Division  in  August  1976.   This  addition  was  the 
result  of  an  amendment  to  the  Administrative  Code,  Article  XI.  A,  Chapter 
16,  which  is  also  known  as  the  Employer-Employee  Relations  Ordinance.  The 
impartial  or  neutral  labor  relations  functions,  previously  performed  by 
the  Municipal  Employee  Relations  Panel  (MERP) ,  were  assumed  by  the  Civil 
Service  Commission.  Major  functions  of  this  section  include  conducting 
employee  elections  to  determine  the  official  employee  representative, 
investigating  charges  of  unfair  labor  practices  and  processing  all  matters 
which  require  a  hearing  before  an  Administrative  Law  Judge. 


EMPLOYEE  ELECTIONS 


Pursuant  to  the  Employer-Employee  Relations  Ordinance  CEERO) , 
employee  organizations  may  petition  the  Commission  to  become  the  official 
or  recognized  representative  for  employee  bargaining  units.   IF  the  peti- 
tion meets  all  requirements  as  specified  in  the  EERO,  staff  schedules  a 
pre-election  conference.   The  date,  time,  location,  etc.,  of  the  election 
are  determined  at  this  conference,  and  a  representative  from  the  Employee 
Relations  Division  and  a  representative  from  the  petitioning  employee 
organization  sign  a  formal  election  agreement.  The  California  State 
Conciliation  Service,  acting  as  the  election  agent  for- the  Commission, 
passes  out  and  tallies  the  ballots  at  the  election  site.  A  majority  of 
those  voting  determines  the  results.   If  there  are  no  protests  concerning 
the  conduct  of  the  election,  the  Commission  certifies  the  appropriate 
employee  organization,  if  any,  as  the  official  or  recognized  organization. 
Such  recognition  entitles  employee  organizations  to  rights  and  responsibili- 
ties as  specified  in  the  EERO.   During  the  past  fiscal  year,  the  Commission 
conducted  fifteen  separate  elections  covering  over  5,000  employees. 


UNFAIR  LABOR  PRACTICE  CHARGES 

Charges  of  Unfair  Labor  Practices  are  filed  with  the  Commission  in 
accordance  with  the  EERO.  After  receipt  of  an  Unfair  Labor  Practice  Charge 
(ULPC) ,  staff  conducts  an  investigation  by  determining  the  specific  al- 
legations and  issuing  a  written  report  of  the  findings.   Staff  makes  every 
attempt  to  mediate  these  disputes,  but  if  the  issues  cannot  be  resolved, 
the  charges  are  clarified  and  preparations  are  made  for  a  hearing  before 
an  Administrative  Law  Judge. 


ADMINISTRATIVE  LAW  JUDGE  HEARINGS 

All  disputed  matters  which  require  Administrative  Law  Judge  hearings 
are  processed  and  scheduled  by  Commission  staff.   In  addition  to  ULPC's, 
such  disputes  include  disagreements  regarding  the  interpretation  and  appli- 
cation of  Memoranda  of  Understanding,  unit  designations  and  employee 
and  management  rights.   Pending  adoption  of  appropriate  rules  and  regulations, 
no  administrative  hearings  were  held  in  fiscal  year  1976-77.  However,  a 
major  goal  of  the  Commission  was  realized  in  late  May  with  the  adoption  of 
Civil  Service  Commission  Rule  39,  Rules  Related  to  the  Employer-Employee 
Relations  Ordinance.   In  addition  to  standardizing  election  procedures 
already  in  use,  these  rules  provide  specific  procedures  for  filing  Unfair 
Labor  Practice  Charges  and  conducting  Administrative  Law  Judge  hearings. 
In  fiscal  year  1977-78,  the  Commission  anticipates  scheduling  administrative 
hearings  for  the  first  time  as  well  as  continuing  the  employee  election 
process. 
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EXAMINATION    DIVISION 


This  division  administers  the  Recruitment  and  Selection  Program  for 
all  departments  of  the  City  and  County  government  covered  under  the  civil 
service  provisions  of  the  Charter.  Some  21,000  permanent  positions  and 
3,000  to  5,000  temporary  positions  in  1,560  job  classifications  are  sub- 
ject to  Civil  Service  examination  procedures  established  by  the  division. 

Typically,  the  examination  process  starts  with  notice  of  anticipated 
vacancies  in  a  particular  job  classification.   In  cooperation  with  the 
department,  a  job  analysis  is  undertaken  and  the  requirements  which  appli- 
cants must  meet  and  the  examination  procedures  are  established.   Examinations 
normally  consist  of  written  tests,  oral  examinations,  performance  tests  and/ 
or  athletic  tests  depending  upon  the  requirements  of  the  job. 

In  establishing  requirements  and  testing  procedures  the  division 
considers  the  labor  market,  the  needs  of  the  department,  the  rights  of 
individual  applicants  and  Equal  Employment  Opportunity  -  Affirmative  Action 
needs. 

The  Bay  Area  unemployment  rate  continues  to  be  high  and  often  large 
numbers  of  individuals  apply  for  employment  such  as  Municipal  Transit 
Operator  or  Police  Officer.  An  estimated  60,000  applications  were  re- 
ceived during  the  Fiscal  Year.  This  large  volume  of  applications  continues 
to  place  a  burden  on  the  examination  staff,  especially  because  of  the  keen 
competition  for  jobs. 

JOB  ANALYSIS 


Virtually  every  examination  administered  during  the  fiscal  year  was 
based  upon  a  thorough  job  analysis.   This  assures  that  tests  are  related 
to  the  actual  jobs  to  be  filled  and  are  fair  and  impartial  without  bias 
against  minority  or  women.   For  the  third  straight  year  the  overfall 
percentages  of  appointees  from  Civil  Service  lists  from  the  minority  and 
female  segments  of  the  community  were  above  the  percentages  of  these  groups 
in  the  work  force. 

FIRE  FIGHTER  EXAMINATION 

Fire  Fighter  examination,  List  E25,  established  under  the  Federal 
Court  Case  (WACO  v.  ALIOTO)  expires  on  January  3,  1978.  As  of  the  close 
of  the  fiscal  year,  there  were  some  100  active  eligibles  remaining  on  that 
lists,  and  it  was  expected  that  all  remaining  eligibles  would  be  reached  for 
appointment  prior  to  the  expiration  date. 
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List  E-26,  processing,  continued  with  some  2,700  candidates  passing 
the  written  examination.  These  candidates  are  scheduled  for  the  physical 
performance  test  in  Fall,  1977. 

On  May  5,  the  Federal  Court  signed  a  Consent  Decree  in  the  WACO  v. 
ALIOTO  case  which  ends  this  litigation  which  was  begun  in  1971.  One 
of  the  prime  reasons  for  this  settlement  was  the  establishment  of  the 
validity  of  the  examination  following  a  two-year  research  project  under- 
taken by  Psychological  Services,  Inc.,  under  the  direction  of  Mr.  William 
Ruch. 


POLICE  OFFICER  EXAMINATION 


80  appointments  were  made  from  the  eligible  list  on  March  14.  This 
brings  to  220  the  number  of  appointments  that  have  been  made  from  list  E-90 
including  56  females  and  approximately  29  percent  minorities.   50  additional 
appointments  are  planned  for  the  Fall  of  this  year. 


PROBATION  OFFICER  EXAMINATION 

Promotional  eligible  lists  for  both  the  Adult  and  Juvenile  Probation 
Departments  have  been  implemented  following  some  years  of  litigation.  These 
promotional  lists  contain  significant  percentages  of  minorities  and  women. 
Over  300  candidates  participated  in  the  oral  examination  for  the  entry 
level  Probation  Officer  class  but  the  court  has  not  yet  released  the  eligible 
list.   The  promotional  examination  which  allows  Juvenile  Hall  Counselors  to 
advance  to  Probation  Officer  positions  in  the  Juvenile  Court  has  been  pro- 
tested and  the  eligible  list  is  to  be  posted  in  the  near  future. 


EEOC  &  FEPC  CHARGES 


Individuals  who  believe  that  they  have  been  discriminated  against 
in  employment  may  file  charges  through  the  Fair  Employment  Practice  Commission 
or  through  various  federal  agencies  such  as  the  Equal  Employment  Opportunity 
Commission.  The  rate  of  increase  in  the  number  of  charges  filed  during  the 
past  fiscal  year  has  leveled  off  and  actually  there  may  be  a  declining  number 
of  charges.  This  situation  is  not  unique  to  San  Francisco  but  rather  is 
typical  mostly  from  Civil  Service  Merit  System  Agencies. 

The  Division  Manager  of  the  Examination  Division  coordinates  the 
City's  responses  to  discrimination  charges  by  assigning  them  to  the  proper 
department  and  individual  or  directing  research  and  response  efforts  if  the 
examination  program  itself  is  involved. 
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To  date  some  500  charges  have  been  received  and  only  12  have  been  resolved 
in  favor  of  the  plaintiff.  None  of  these  12  cases  have  been  class  actions 
and  of  major  importance  and  some  merely  involved  such  transactions  as 
seniority  or  transfer  between  units  of  the  same  department.  Currently 
some  50  cases  are  active. 


IMMEDIATE  TESTING  PROGRAM 


The  immediate  testing  program  has  been  absorbed  into  the  regular 
examination  program  as  a  standardized  testing  unit.  Certain  of  the  exami- 
nations under  this  program  have  been  reassigned  to  the  Recruitment  Section 
because  of  the  high  turnover  rates  and  the  need  for  a  continuous  service  of 
examinations.  The  standardized  testing  units  continues  to  produce  a  large 
percentage  of  the  eligible  lists  established  by  this  division. 


DECENTRALIZED  PERSONNEL  UNIT 
DEPARTMENT  OF  PUBLIC  HEALTH 

The  establishment  of  the  Decentralized  Personnel  Unit  of  the  Depart- 
ment of  Public  Health  was  approved  by  Civil  Service  Commission  action 
September  1973.  The  Memorandum  of  Understanding  adopted  by  the 
Commission  set  forth  the  limits  of  this  delegation  of  the  personnel 
function. 

Under  the  authority  of  the  Civil  Service  Personnel  Department,  the 
Public  Health  staff  of  the  Decentralized  Personnel  Unit  has  continued 
to  perform  recruitment,  examination,  certification  and  classification 
activities  for  designated  classifications  directly  related  to  Public 
Health  and  Hospital  services. 

The  Decentralized  Personnel  Unit  is  operated  under  the  direction  of 
the  Director  of  Public  Health  and  his  Personnel  Director. 
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EMPLOYMENT  OFFICE 


The  structure  of  the  Civil  Service  Employment  Office  is  designed 
for  the  performance  of  the  following  personnel  functions: 

I.   Employment  Information  Service 

II.  Examinations  Program:  Entrance  and  First  Level 
Promotive  Clerical  Classes 

III.  Classification  Program:  Entrance  and  First  Level 
Promotive  Clerical  Classes 

IV.   Civil  Service  Liaison  Office  for  the  Decentralized 
Personnel  Unit  of  the  Department  of  Public  Health 

Under  the  direction  of  an  Assistant  Division  Manager,  Personnel, 
the  Employment  Office  is  staffed  by  two  Senior  Personnel  Analyst  (Generalist 
Team  Leaders);  four  Assistant  Personnel  Analysts,  and  one  Senior  Clerk 
Typist  who  supervises  four  clerical  staff. 


EMPLOYMENT  INFORMATION  SERVICE 


Initial  contact  with  the  public  seeking  employment  information 
concerning  all  Civil  Service  Classifications  is  handled  by  telephone  or  in 
person  by  the  staff  of  the  Employment  Office.  The  "counter"  service  provides 
for  the  receipt  of  applications  and  the  answering  of  routine  inquiries  con- 
cerning the  classes  open  for  entrance  or  promotive  examinations.  The  more 
complex  employment  questions  involving  Civil  Service  procedures  and  Rules 
are  handled  by  the  personnel  analysts  in  the  office.  An  analyst  is  always 
available  to  provide  career  counseling  to  the  public  and  current  City 
employees. 

Resource  files  on  all  City  classifications  and  related  employment 
reference  materials  are  provided  for  the  public  and  for  City  employees' 
information.  This  type  of  employment  reference  material  is  in  the  process 
of  being  expanded  as  a  result  of  a  career  ladder  research  project  in  process. 
Each  City  classification  will  be  identified  in  terms  of  lateral  and  promotive 
career  lines,  indicating  the  minimum  qualifications  for  such  classes.  The 
anticipated  completion  date  of  this  project  is  June  30,  1978. 
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EXAMINATION  PROGRAM:   ENTRANCE  AND  FIRST 
LEVEL  PROMOTIVE  CLERICAL  CLASSES 


The  professional  personnel  staff  in  the  Employment  Information  Office 
is  responsible  for  all  entrance  and  first  level  promotive  clerical  exami- 
nations. The  majority  of  the  entrance  examinations  are  open  on  a  continuous 
basis.  Because  of  the  volume  of  permanent  and  temporary  positions  in  these 
clerical  classes,  staff  works  closely  with  all  City  departments  in  an 
expeditious  manner.   Pending  the  adoption  of  these  eligible  lists  and  subse- 
quent appointments  under  the  Rule  of  Three,  staff  fills  all  vacancies  on 
a  non-civil  service  basis  with  qualified  applicants  who  are  in  the  designated 
examination  process.  This  provides  an  immediate  clerical  placement  service 
for  the  public  and  a  corresponding  service  for  the  departments. 

During  the  past  year  staff  has  reviewed  and  modified,  as  needed,  the 
scope  of  some  examinations.  Concurrently,  a  battery  of  tests  was  developed 
to  be  used  for  various  clerical  classifications.  This  review  procedure  was 
coordinated  with  our  Civil  Service  EEO  Unit  in  order  to  insure  the  removal 
of  any  artificial  barriers  to  employment.  This  close  coordination  with  our 
EEO  Unit  continues  on  an  on-going  basis. 

One  of  the  new  procedures  initiated  during  the  past  year  provides  for 
the  applicants  during  the  examination  process  indicating  on  the  appropriate 
form  their  choice  of  departments,  working  hours  and  other  special  employment 
conditions.   Previously,  most  of  this  information  was  obtained  after  the 
eligible  lists  were  adopted  by  means  of  written  inquiries.  As  a  result  of 
the  new  procedure  the  certification  process  has  been  expedited,  since  all 
such  information  is  now  on  file  in  the  Certification  Office  by  the  time 
the  eligible  lists  are  adopted. 

Planning  is  now  in  process  to  expedite  the  examination  and  certification 
process  for  all  clerical  classifications.   Some  of  this  can  be  accomplished 
through  further  procedural  modifications  in  the  administering  and  scheduling 
of  examinations.  Currently  under  study  are  certain  Civil  Service  Rule 
changes  that  will  be  necessary  to  expedite  the  certification  and  appointment 
of  eligibles  on  clerical  lists. 


CLASSIFICATION  PROGRAM:   ENTRANCE  AND  FIRST 
LEVEL  PROMOTIVE  CLERICAL  CLASSES 


The  professional  personnel  staff  in  the  Employment  Information  Office 
is  also  responsible  for  classification  matters  affecting  entrance  and  first 
level  promotive  clerical  classes.  Such  matters  include  the  initial  review  of 
departmental  requests  for  the  classification  or  reclassification  of  positions; 
field  audits  and  analysis  of  corresponding  Position  Classification  Questionnaires; 
preparation  of  classification  reports  for  Civil  Service  Commission  action  and 
preparation  of  corresponding  new  or  revised  Class  Specifications  as  needed. 
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In  addition,  staff  is  responsible  for  the  review  of  all  permanent  and 
temporary  requisitions  filed  by  all  City  departments  for  the  classes 
designated  above. 

The  classification  work  is  not  limited  to  processing  requests  re- 
ceived from  departments.   Classification  surveys  also  are  initiated  by 
staff  whenever  the  need  is  indicated.  An  example  of  this  would  be  a  survey 
conducted  for  all  positions  in  class  1458  Legal  Stenographer.  This  study 
included  a  survey  of  outside  agencies  and  private  companies  as  well. 
As  in  all  classification  surveys,  the  Job  Analysis  data  obtained  was  re- 
viewed in  terms  of  the  scope  of  our  examination  for  1458  Legal  Stenographer. 
Following  meetings  with  the  departments  and  other  interested  parties  in- 
volved, the  examination  requirements  were  modified  accordingly  and  an 
amended  examination  announcement  was  issued.  This  example  is  cited  to 
illustrate  the  utilization  of  up-dated  classification  data  for  examination 
purposes. 

Planning  is  now  in  process  to  initiate  similar  types  of  classifi- 
cation surveys  for  other  designated  clerical  classes.  Longer  range 
planning  provides  for  eventual  consolidation  of  a  number  of  existing 
specialized  clerical  classes. 


CIVIL  SERVICE  LIAISON  OFFICE 

FOR  THE  DECENTRALIZED  PERSONNEL 

UNIT  OF  THE  DEPARTMENT  OF  PUBLIC  HEALTH 


One  of  the  Senior  Personnel  Analysts  in  the  Employment  Information 
Office  is  responsible  for  the  coordination  and  review  of  all  examination 
activities  of  the  Decentralized  Personnel  Unit  of  the  Department  of  Public 
Health.  There  are  approximately  one  hundred  and  fifty  Public  Health  classi- 
fications assigned  to  the  Decentralized  Personnel  Unit  for  the  administering 
of  examinations  as  they  are  needed  to  meet  the  needs  of  the  department. 

The  liaison  responsibilities  of  the  Civil  Service  Senior  Personnel 
Analyst  include  the  following: 

1.  Review  of  all  drafts  of  examination  announcements  prepared 
by  the  Decentralized  Unit. 

2.  Scheduling  of  meetings  with  Civil  Service  EEO  Unit  for  their 
review  and  approval  of  such  drafts. 

3.  Review  of  all  Department  of  Public  Health  requests  for 
authorization  to  make  non-civil  service  appointments  pending 
availability  of  eligibles  from  lists.  This  review  includes  the 
confirmation  that  the  individual  requested  is  a  qualified 
applicant  in  the  Public  Health  examination  process  for  the 
class  involved. 

4.  Insuring  the  dissemination  of  all  relevant  Civil  Service  Policy 
statements,  Directives  and  any  other  information  related  to  the 
administration  of  examinations  to  insure  standardization  and 
consistency  in  the  procedures  followed.  QQ 


CHARTER  REVIEW 


It  is  the  goal  of  the  Civil  Service  Commission  to  seek  changes  to 
modernize  the  Merit  System  while  at  the  same  time  meeting  the  responsibilities 
set  forth  in  the  San  Francisco  Charter  for  the  Civil  Service  Commission  as 
the  employment  and  personnel  department  of  the  City  and  County. 

A  brief  review  of  Charter  amendments  affecting  Civil  Service 
Commission  procedures  which  were  approved  by  the  electorate  within  the 
last  few  years  include  amendments  involving  qualifications  of  applicants, 
protest  of  test  items  and  eligible  lists,  duration  of  eligible  lists, 
temporary  and  emergency  appointments  and  payroll  verification;  the  elimination 
of  obsolete  sections  and  the  revamping  of  selection  procedures  for  laborer 
positions  and  modernizing  the  procedure  for  inspecting  examination  papers. 
Currently  the  proposed  amendment  for  the  November  ballot  which  was  presented 
by  the  Civil  Service  Commission  provides  that  when  an  examination  announce- 
ment is  issued  on  both  an  entrance  and  promotive  basis  there  will  be  one 
list  of  eligibles  which  shall  include  all  successful  promotive  and  entrance 
candidates . 

Over  the  next  three-year  period,  the  Civil  Service  Commission  will 
be  considering  additional  proposals  on  Charter  amendments  that  would  include 
the  following:  Revision  of  language  in  regard  to  selection  of  Appraisal 
Board  members  for  Police  Inspector  examinations,  deletion  of  obsolete 
language  relating  to  promotional  examinations  for  employees  on  military  leave 
and  the  length  of  probationary  periods  for  various  groups  of  employees. 
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CERTIFICATION 

STATISTICS 

FISCAL 

YEAR 

1976 

-77 

1976 

PERMANENT 

TEMPORARY 

TOTAL 

JULY 

348 

221 

569 

AUGUST 

292 

562 

854 

SEPTEMBER 

265 

197 

462 

OCTOBER 

209 

93 

302 

NOVEMBER 

297 

101 

398 

DECEMBER 

331 

145 

476 

1977 

JANUARY 

105 

31 

136 

FEBRUARY 

276 

206 

482 

MARCH 

268 

159 

427 

APRIL 

181 

88 

269 

MAY 

349 

81 

430 

JUNE 

278 

94 

372 

TOTALS 

3199 

1978 

5177 

ELIGIBLE 

LIST  STATISTICS 

FISCAL 

YEAR  1976-77 

1976 
JULY 

ENTRANCE 
12 

PROMOTIVE 
3 

TOTAL 
15 

ELIGIBLES 
872 

AUGUST 

18 

13 

31 

2697 

SEPTEMBER 

12 

7 

19 

238 

OCTOBER 

18 

15 

33 

340 

NOVEMBER 

19 

5 

24 

535 

DECEMBER 

5 

6 

11 

165 

1977 
JANUARY 

19 

8 

27 

2173 

FEBRUARY 

15 

11 

26 

830 

MARCH 

20 

13 

33 

892 

APRIL 

21 

14 

35 

523 

MAY 

25 

16 

41 

1474 

JUNE 

23 

15 

38 

388 

TOTALS 

207 

126 

333 

11,127 

EXAMINATION  ANNOUNCEMENTS 

ISSUED 

FISCAL 

YEAR 

1976 

-77 

1976 
JULY 

ENTRANCE 
17 

PROMOTIVE 
12 

TOTAL 
29 

AUGUST 

4 

12 

16 

SEPTEMBER 

11 

11 

22 

OCTOBER 

7 

15 

22 

NOVEMBER 

19 

20 

39 

DECEMBER 

28 

16 

44 

1977 
JANUARY 

11 

12 

23 

FEBRUARY 

14 

.12 

26 

MARCH 

18 

13 

31 

APRIL 

21 

20 

41 

MAY 
JUNE 

10 
5 

12 

7 

22 
12 

TOTALS 

165 

162 

327 
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CERTIFICATION  SECTION 


The  Certification  Section  maintains  and  canvasses  Civil  Service 
registers  of  eligibles  (eligible  lists) .  When  a  personnel  requisition 
is  received  in  the  Certification  Office,  the  eligible  list  for  the  class 
requested  is  canvassed  and  the  name  or  names  of  the  highest  eligible (s) 
are  sent  or  "certified"  to  the  appointing  officer  for  consideration  to 
fill  the  vacancy.  When  an  eligible  is  appointed,  the  Certification 
Office  sets  the  proper  rate  of  pay  and  validates  the  appointment.  Appoint- 
ments for  medical  examinations  of  appointees  are  coordinated  in  this 
office. 

In  addition  to  the  certification  of  eligibles,  the  office  maintains 
an  alphabetical  listing  of  all  permanent  employees  and  updates  this  when- 
ever there  is  a  change  in  an  employee's  classification  or  whenever  an 
employee  is  separated  from  the  service. 

RULE  OF  THREE 


After  forty  years  of  the  Rule  of  One  (the  highest  ranking  eligible 
on  a  Civil  Service  list  is  sent  to  fill  a  vacant  position),  in  November, 
1976,  the  electorate  passed,  over  Commission  opposition,  Proposition  "E" 
which  amended  Charter  Section  8.329  to  provide  that  when  a  personnel 
requisition  is  received  in  the  Civil  Service  Commission  offices,  the 
names  of  the  three  persons  standing  highest  on  the  eligible  list  are  to 
be  certified  to  the  appointing  officer  for  consideration.  The  provisions 
apply  to  all  eligible  lists  adopted  after  December  6,  1976.   Lists 
adopted  prior  to  December  6,  1976,  continue  under  the  Rule  of  One  until 
they  expire. 

Upon  passage  of  the  Charter  amendment,  the  staff  of  the  Civil 
Service  Commission  studied  the  City's  certification  procedures  as  well 
as  the  certification  practices  in  several  neighboring  jurisdictions.  As 
a  result,  the  staff  recommended  necessary  modification  of  existing  Civil 
Service  Rules  which  were  adopted  by  the  Civil  Service  Commission,  and 
totally  revised  the  certification  procedures  for  the  Rule  of  Three  and 
Rule  of  One  certifications. 

The  new  rules  and  procedures  allow  eligibles,  for  the  time  being, 
unlimited  waivers  of  appointment  on  most  lists  and  give  department  heads 
more  authority  in  making  appointments. 
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The  workload  in  the  Certification  Office  has  increased  signifi- 
cantly since  the  passage  of  Proposition  E  and  the  subsequent  rule  revisions. 
The  office  has  been  organized  into  five  teams,  each  of  which  is  responsible 
for  all  Certification  Office  personnel  transactions,  including  canvassing 
of  eligible  lists  for  a  specified  group  of  classes. 

The  Rule  of  One  and  the  Rule  of  Three  have  been  operating  simul- 
taneously since  January  5,  1977.  Nine  thousand  five  hundred  (9,500) 
Notices  of  Certification  were  mailed  to  eligibles  under  the  Rule  of  One 
and  Three  thousand  four  hundred  eighty  (3,480)  Notices  of  Certification 
were  mailed  to  eligibles  under  the  Rule  of  Three.  Two  thousand  two  hun- 
dred fifty  (2,250)  appointments  were  made  from  Rule  of  One  lists  and 
Five  hundred  sixty-seven  (567)  appointments  were  made  from  Rule  of  Three 
lists.  Of  the  Rule  of  Three  appointments,  approximately  90%  of  those 
selected  were  the  highest  eligible  among  those  certified  and  willing  to 
accept  employment. 


CERTIFICATION  STATISTICS 

JULY  1,  1976  -  JUNE  30,  1977 

CERTIFICATIONS 

PERMANENT 

TEMPORARY 

Rule  of  One 

7633 

2496 

Rule  of  Three 

6683 

677 

TOTAL 

14,316 

3.173 

Appointments 

3,960 

2,140 

TIMER0LL  AUDIT  SECTION 


Auditing  and  Certification  of  all  timerolls  submitted  by  every 
City  and  County  agency  is  required  of  the  Civil  Service  Commission  by 
Section  8.400  of  the  Charter.  The  Charter  mandates  that  the  Civil  Service 
verify  that  all  persons  whose  names  appear  on  payrolls  have  been  legally 
appointed  to  or  are  employed  in  positions  legally  established  under  the 
Charter.  The  Controller  is  enjoined  by  the  Charter  from  releasing  pay- 
ment when  the  Civil  Service  Commission  disapproves  a  timeroll. 
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Civil  Service  Commission  Timeroll  Audit  Section  has  the  responsi- 
bility of  carrying  out  this  Charter  requirement.   In  addition,  this  section 
must  approve  permanent  and  temporary  requisitions,  and  maintains  many  of 
the  personnel  records  of  permanent  employees. 

There  are  approximately  32,000  permanent  and  temporary  employees  in 
the  City  and  County  service  generating  approximately  450  timerolls  which 
must  be  manually  audited  every  two  weeks  to  insure  that  employees  are 
promptly  and  properly  compensated.   In  addition,  the  Timeroll  Audit  Section 
is  responsible  for  the  processing  of  supplementary  timerolls,  payroll  cor- 
rections and  in-lieu  payment  requests.  The  flow  of  timerolls  overlaps  bi- 
weekly pay  periods  which  reduces  the  time  for  vital  record-keeping. 

POSITIVE  TIME-KEEPING 

"Anticipated"  timerolls  are  submitted  before  the  end  of  the  pay  period 
and  the  last  portion  of  the  timeroll  has  to  be  predicted.  Any  errors  of 
attendance  during  this  period  have  to  be  corrected  in  the  following  time- 
roll.  This  procedure  increases  the  chance  of  error  as  corrections  are 
entered.   It  would  be  a  more  efficient  process  if  all  timerolls  were  on  a 
"positive"  basis  to  reduce  corrections.   Positive  timerolls  would  be  turned 
in  after  the  close  of  the  pay  period  with  less  chance  of  error  and  signifi- 
cantly reducing  the  number  of  corrections  which  must  be  posted.  The  Civil 
Service  Commission  Personnel  Department  recently  converted  its  timeroll 
from  an  anticipated  basis  to  positive  posting  and  a  major  goal  for  the 
future  is  to  eliminate  anticipation  of  timerolls  on  a  City-wide  basis. 


POSITION  CONTROL 


During  Fiscal  Year  1976-77  the  Civil  Service  Commission  staff  began 
installation  of  a  much-needed  Position  Control  System  for  all  positions 
permanently  enumerated  in  the  Annual  Salary  Ordinance  (22,474  for  Fiscal 
Year  1976-77).   Previously,  permanent  positions  were  identified  solely  by 
the  name  of  the  current  or  previous  incumbent.  This  system  does  not  pro- 
vide an  adequate  tool  for  generating  management  information  and  sometimes 
leads  to  confusion  in  determining  staffing  levels.   The  new  Position 
Control  System  identifies  each  permanent  position  by  a  unique  number  which 
incorporates  the  Salary  Ordinance  Section,  the  Class  Number  and  the  Position 
Number  of  the  total  number  of  positions  in  the  section.   The  new  system  will 
facilitate  recognition  of  vacancies  and  more  accurately  control  staffing 
levels. 

After  several  months  of  planning  and  study  of  systems  in  other  juris- 
dictions, in,  May,  1977,  all  departments  were  requested  to  submit  position 
history  cards  so  that  position  control  and  position  history  records  could 
be  set  up  in  the  Civil  Service  Commission  offices. 
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At  the  close  of  Fiscal  Year  1976-77,  the  Position  Control  System 
was  installed  for  forty-five  City  departments.  It  is  anticipated  that 
installation  will  be  completed  by  October,  1977.  Departments  which  have 
been  installed  are  now  submitting  personnel  requisitions  funded  out  of 
permanent  salaries  accounts  that  include  the  position  number. 

During  Fiscal  Year  1977-78,  the  staff  plans  to  eliminate  the 
serial  requisition  numbers  of  permanent  requisitions  and  to  identify 
all  permanent  requisitions  by  position  number.  A  multi-copy  dual  requi- 
sition/certification form  is  being  developed  to  reduce  the  number  of 
documents  required  in  the  requisitioning/certification  process. 


DATA  PROCESSING 


Computerized  auditing  of  timerolls  and  the  maintaining  of  sick 
leave  and  vacation  accounts  of  employees  is  forth-coming  and  the  staff 
of  the  Timeroll  Audit  Division  is  making  a  concerned  effort  to  update 
their  records  and  keep  them  current  for  the  transition  from  manual  to 
computerized  record-keeping. 


CENTRAL  PERSONNEL  FILE 


Currently,  there  is  no  central  personnel  file  for  City  and  County 
employees.  Lack  of  this  has  created  an  inefficient  and  cumbersome 
record-keeping  system.  Retrieval  of  each  record  relating  to  a  particular 
employee  is  a  time-consuming  process.  Because  of  the  dispersed  method  of 
filing  currently  in  existence,  there  is  a  greater  likelihood  of  separate 
records  being  misfiled. 

The  Civil  Service  Commission  is  considering  one  of  two  methods  of 
maintaining  personnel  files  of  all  appointees  as  required  by  Section  3.661(b) 
of  the  Charter.  The  first  method,  common  to  most  other  jurisdictions, 
would  be  to  have  a  central  personnel  unit  where  departments  and  various 
units  of  the  Civil  Service  Commission  would  forward  a  copy  of  all  perti- 
nent documents  pertaining  to  individual  employees  to  be  retained  in  the 
file  for  each  employee.  This  file  would  always  be  under  the  control  of 
the  Civil  Service  Commission.  The  second  method,  utilized  by  the  military, 
would  be  to  furnish  a  personnel  jacket  for  individual  employees  to  be 
retained  at  the  department  assigned.  The  department  would  maintain  the 
employee's  personnel  file.  This  jacket  would  be  forwarded  as  the  employee 
moves  from  department  to  department  and  returned  to  the  Civil  Service 
Commission  when  the  employee  separates  from  the  service.  In  Fiscal 
Year  1977-78  the  Civil  Service  Commission  hopes  to  finalize  plans  for 
the  institution  of  a  Central  Personnel  File  and  will  request  funding  for 
this  undertaking  in  the  Fiscal  Year  1978-79  Budget  Request. 
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MEDICAL  CENTER 


The  Medical  Center  has  just  completed  ten  years  of  service. 
During  this  decade  its  staff  has  performed  52,090  examinations. 

The  Center's  major  function  is  to  examine  both  new  appointees 
and  persons  eligible  for  promotion.   The  purpose  of  these  examinations 
is  to  insure  that  the  prospective  employee's  health  is  equal  to  the 
duties  of  the  position  sought.   If  such  is  not  the  case,  the  Medical 
Center  staff  makes  recommendations  for  correction  of  the  medical  problem 
concerned.  Consultation  with  the  applicant's  health  resource  is  accom- 
plished in  each  case  of  a  major  problem  and  referral  procedures  to  a 
health  resource  is  made  whenever  the  prospective  employee  is  without 
a  current  local  resource. 

The  Medical  Center  staff  conducts  driver's  license  examinations 
for  all  City  personnel  requiring  special  licensure,  principally  transit 
workers  and  truck  drivers.   Several  hundred  of  these  examinations  are 
performed  each  year. 

In  addition  to  the  foregoing,  the  Medical  Center  staff  performs 
examinations  on  request  by  various  departments  in  situations  which 
suggest  a  medical  basis  for  unsatisfactory  work  performance  or  in  which 
management  has  concern  that  an  employee  returning  from  sick  leave  or 
other  medically-based  absence  may  not  be  ready  for  the  full  performance 
of  duty.   Several  hundred  such  examinations  are  performed  annually  and 
appear  in  the  tabulation  as  "special  examinations". 

As  can  be  seen  from  the  following  tabulation,  the  final  (after 
physical  correction)  rejection  rate  for  employment  has  gradually  dropped 
from  2.5%  in  Fiscal  Year  1968  to  0.9%  this  fiscal  year.  This  reduction 
reflects  two  factors.   The  first  is  that  by  counseling  and  general  edu- 
cation, many  persons  now  have  correctable  defects  eliminated  between 
the  time  they  are  placed  on  a  list  of  prospective  employment  and  the 
time  they  are  called  for  appointment.  The  second  factor  has  been  the 
desire  of  all  concerned  to  avoid  the  inflexible  description  and  enforce- 
ment of  physical  standards  so  common  in  former  times  and  replace  these 
with  examination  standards  which  answer  only  to  the  modern  concept  of 
actual  physical  requirements  for  the  job  at  hand.   By  doing  this,  the 
Commission  and  its  staff  have  been  in  the  fortunate  position  of  having 
complied  in  advance  with  much  legislation  passed  in  recent  years  that 
relates  to  the  hiring  of  handicapped  persons. 

A  certain  number  of  recommended  final  rejections  have  been 
reversed  on  appeal  to  the  Commission  and  a  few  others  reversed  in  sub- 
sequent years  consequent  to  recovery  from  a  long-term  illness.   No 
figures  are  available  on  the  actual  percentages  so  mitigated. 


At  the  present  time,  a  committee  of  the  staff  has  been  charged 
by  the  General  Manager  with  suggesting  Rule  changes  as  these  relate  to 
medical  examinations  concerned  with  fitness  of  employees  in  current 
positions.   In  addition,  careful  consideration  is  being  given  to  Rule 
changes  which  may  provide  better  mechanisms  to  adjudicate  appeals  from 
the  advice  given  the  Commission  in  these  situations.   Such  review  is 
particularly  important  by  reason  of  the  very  large  equities  involved 
by  each  party,  specifically  the  income  of  the  employee,  the  need  for 
efficient  performance  of  each  individual  in  chronically  understaffed 
City  departments  and  the  need  of  the  City's  residents  for  services  of 
optimum  quality  and  reliability.  A  further  current  project  is  a 
similar  review  of  policies  and  procedures  as  these  relate  to  voluminous 
current  legislation  and  federal  and  state  administrative  guidelines  for 
hiring  of  handicapped  persons. 

The  Medical  Examination  Center  performed  5,152  examinations  during 
the  year.  This  activity  is  summarized  as  follows: 


ACTIVITY 

Total  examinations  performed 

5152 

Municipal  Railway  and  other  Class  1  and  2 

Department  of  Motor  Vehicle  examinations 

1106 

Special  examinations 

432 

Pre-employment  and  Promotional  examinations 

3614 

REJECTIONS 

Initial 

48 

Condition  corrected 

14 

Final 

34 

FINAL  REJECTION  -  DISTRIBUTION  BY  DISEASE  CATEGORY 

Cardio-vascular 

10 

Internal  diseases 

3 

Musculo- skeletal 

10 

Neuropsychiatric 

11 
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MEDICAL  EXAMINATIONS 
FINAL  REJECTION  RATE  (%) 


FISCAL  YEAR 

INITIAL 

FINAL 

1968 

4.2 

2.5 

1969 

3.6 

1.0 

1970 

3.8 

0.7 

1971 

2.4 

1.3 

1972 

1.7 

0.7 

1973 

1.7 

0.8 

1974 

1.5 

0.9 

1975 

1.5 

0.9 

1976 

1.8 

0.8 

1977 

1.4 

^T^ 

4( 


AGE  DISTRIBUTION  OF  PHYSICAL  EXAMINATDNS 
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MAIL  &  REPRODUCTION  SERVICES 


The  Mail  and  Reproduction  Bureau  is  an  in-plant  printing  and  mail 
distribution  center  for  the  Civil  Service  Commission. 

One  of  its  functions  is  to  provide  graphic  communication  of  offi- 
cial Civil  Service  Commission  information  and  policies  to  City  Depart- 
ments, employees,  employee  organizations,  business,  public  and  governmental 
agencies. 

But  the  main  function  of  this  Bureau  is  to  provide  printing  ser- 
vices,  such  as  forms,  reports,  job  announcements,  examinations,  training 
and  job  evaluation  material,  etc.  Approximately  3h   million  offset  printing 
impressions  were  made  during  the  past  fiscal  year. 


EEOUNIT 


In  September,  1976,  a  number  of  existing  programs  including  EEO  data 
collection  and  analysis,  In-Service  Promotional  Training,  Recruitment,  CETA 
Interface,  Tuition  Reimbursement,  Disability  Transfers,  and  In-Service 
counseling  were  merged  into  a  new  unit  titled  Equal  Employment  Opportunity/ 
Program  Development.  An  original  staff  of  four  persons  was  increased  to  a 
staff  of  nine,  including  representation  from  most  of  the  cities  minority 
communities. 

The  Commission  and  staff,  acting  through  its  EEO  Unit,  took  steps 
early  in  1976  to  formalize  and  focus  its  efforts  to  insure  equal  opportuni- 
ties to  all  persons  seeking  employment  within  the  Service  regardless  of 
race,  sex,  sexual  orientation  or  political  affiliation.  Early  1976  meetings 
were  held  with  Civil  Service,  the  Mayor's  Office  and  Human  Rights  Commission 
staffs  to  develop  an  agenda  for  EEO/AA.   In  October,  1976,  a  draft  rule 
EEO/AA  amendment  was  proposed  by  Commissioner  Darrell  J.  Salomon.  Numerous 
meetings  between  Civil  Service  staff,  community  representatives,  union 
representatives,  and  city  officials  were  held.  The  input  from  these  meetings 
led  to  numerous  revisions  of  the  initial  draft  and  broad  support  for  its 
adoption.  On  March  21,  1977,  the  Commission  amended  and  adopted  Rule  1.03 
CAffirmative  Action  Plan  and  Policy)  for  EEO. 

The  new  rule  set  into  motion  a  mechanism  to  create  an  Annual 
Supplement  to  the  Affirmative  Action  Plan  and  Policy.   In  order  to  develop 
the  Annual  Supplement,  the  Commission  has  appointed  an  Affirmative  Action 
Advisory  Committee,  representing  all  of  the  City's  communities,  as  well  as 
City  administration  and  employee  unions. 


In  June,  1977,  the  Commission  published  1976-77  workforce  survey 
data  reporting  97%  of  all  City  personnel.  The  attached  table  reflects  the 
composition  of  the  City  workforce  in  1964,  1971,  1976  and  1977.  The  tables 
clearly  indicate  a  markedly  increasing  employment  rate  for  women  and  all 
minority  groups  accomplished  without  the  imposition  of  minority  hiring 
quotas.  With  the  exception  of  Hispanics,  whose  representation  in  San 
Francisco  has  increased  in  the  recent  past,  in  1977,  minority  presence 
in  the  City  workforce  closely  approximated  civilian  labor  force  avail- 
ability. The  next  major  affirmative  action  effort  therefore,  will  focus 
on  accelerated  upward  mobility  due  to  the  concentration  of  promotable 
minorities  and  women  in  the  typically  lower  level  entry  employments.  These 
efforts  will  focus  on  the  increased  availability  and  use  of  training 
opportunities  (apprenticeships,  classroom,  and  on-the-job  training), 
broadened  interpretations  of  candidates'  previous  experiences,  and  exami- 
nation and  job  restructuring  as  appropriate. 

Entry  level  affirmative  action  efforts  currently  focus  on  two  pri- 
mary activities.  The  first  of  these  activities  is  recruitment.  Here  the 
basic  objective  is  to  communicate  employment  opportunities  to  all  interested 
elements  of  the  community  with  a  particular  emphasis  on  under-represented 
groups.  Three  recruitment  techniques  are  used  including  regular  mailings 
of  entrance  level  employment  information  to  some  140  local  agencies;  use 
of  bi-lingual  and  conventional  media  to  convey  employment  information;  and 
special  bi-lingual  and  bi-cultural  employment  counseling  services  for  entry 
level  candidates.  The  mailout  program  includes  some  2,000  annual  mailings 
of  approximately  200  entry  level  employment  announcements.  The  counseling 
program  services  some  2500  persons  annually.   The  success  of  the  recruit- 
ment effort  is  reflected  both  in  the  increasing  minority  applicant  pool 
and  the  increasing  rate  of  minority  employments. 

The  second  major  affirmative  action  procedure  involves  continuing 
review  of  all  entry  level  examination  announcements  for  consistency  with 
federal,  state  and  local  EEO  guidelines  and  regulations.  This  process  is 
intended  to  assure  that  employment  requirements  and  examination  formats  do 
not  result  in  non-job  related  adverse  impact.   In  the  three  months  since  this 
procedure  was  initiated,  many  examination  announcements  have  been  modified 
in  some  manner.   In  the  future  this  review  procedure  should  be  extended  to 
promotional  employment  announcements,  and  also  better  incorporate  job 
analysis  results  into  the  EEO  review  determination.  The  review  procedure 
can  also  be  useful  in  assisting  examiners  to  develop  well-researched, 
job-related  examinations  free  of  cultural  bias  or  discriminatory  impact. 
The  results  of  the  EEO  review  procedure  should  be  reflected  in  new  employ- 
ment data  over  the  next  two  years. 

The  EEO  unit  administers  training  programs  for  both  entry  level  and 
promotional  opportunities.   Since  October,  1975,  Civil  Service  has  admini- 
stered, in  conjunction  with  the  Mayor's  Office  of  Employment  and  Training, 
the  Interface  Training  Program.  This  program  is  directed  to  training  in 
paraprofessional  and/or  professional  categories  evidencing  under-utili- 
zation  of  various  minority  groups. 


AQ 


The  programs  are  developed  and  administered  through  a  tripartite  system. 
That  is,  Civil  Service,  CETA,  and  the  user  agencies  each  play  key  roles 
in  the  program  operation.   This  shared  responsibility  approach  results 
in  more  intensive,  supervised  training,  increased  trainee  positive  transi- 
tions, greater  user  agency  accountability,  and  more  innovative  programming. 
At  this  time,  Interface  operates  programs  fo^  Water  Quality  Chemist,  Public 
Defender  and  District  Attorney  Investigators,  Coroners  Investigators, 
Deputy  Sheriffs,  Police  Communication  Dispatchers,  Rodent  Control  Techni- 
cians, Legal  Stenographers  and  Rehabilitation  Counselors.   In  the  next  fiscal 
year,  the  program  expects  to  add  training  for  Real  Property  Appraisers, 
Systems  and  Procedures  Analysts,  Personal  Property  Auditors,  and  other 
appropriate  clssifications. 

On  a  promotional  basis,  Civil  Service  operates  two  programs,  in- 
cluding In-Service  Promotional  Training  and  Employee  Tuition  Reimburse- 
ment.  The  In-Service  programs  offer  promotional  training,  in  conjunction 
with  the  Community  College  District,  for  seven  employment  classifications 
including  Accountant,  Eligibility  Worker,  etc.   In  most  cases,  successful 
trainees  are  required  to  take  only  oral  examinations  to  establish  pro- 
motional eligibility.  Approximately  125  employees  are  currently  enrolled 
in  this  program,  resulting  in  approximately  30  actual  promotions  annually. 
Because  of  the  need  to  emphasize  upward  mobility  programs  at  this  time, 
an  increase  in  these  opportunities  is  expected. 

The  Employee  Tuition  Reimbursement  Program  provides  limited  tuition 
subsidy  to  employees  who  are  training  for  their  current  position  or  for 
promotional  opportunities.   Some  60  permanent  employees  took  advantage  of 
tuition  reimbursement  during  fiscal  year  1976-77.  With  increasingly 
technical  training  requirements  for  many  positions,  it  is  hoped  that  more 
funds  will  be  made  available  for  future  operation  of  this  program. 

Finally,  the  EEO  Unit  has  provided  technical  assistance  to  City 
agencies  and  liaison  to  state  and  federal  regulatory  agencies  in  the  area 
of  EEO/AA.   In  the  past  year,  the  EEO  Unit  has  worked  with  the  Police 
Department,  City  Planning,  Social  Services,  Juvenile  and  Adult  Probation, 
Health,  Sheriff,  etc.  Additionally,  the  EEO  has  worked  with  California 
Merit  System  Services,  U.S.  Treasury  Department,  U.S.  Civil  Service 
Commission,  U.S.  Department  of  Justice,  U.S.  Department  of  Commerce  and 
U.S.  Department  of  Housing  and  Urban  Development.  The  unit  has  also  pro- 
vided assistance  to  Bayview-Hunter's  Point  Housing  Corporation  in  developing 
employment  related  training  grant  proposals. 

The  EEO  Unit  expects  1977-78  to  bring  a  continuing  increase  in  pro- 
gram activiity.  Specific  programs  will  focus  on  upward  mobility,  increased 
entry  level  training  opportunities,  implementation  of  the  Affirmative 
Action  Plan,  and  increasing  City-wide  awareness  of  and  programming  for 
greater  Equal  Employment  Opportunities. 


COMPOSITION  OF  CITY  WORKFORCE 
(Race,  Ethnicity,  Sex)* 


1964 

1971 

1976 

1977 

Caucasian 

75.67% 

67.86% 

56.37% 

53.6% 

Black 

17.95 

21.68 

23.73 

24.1 

Hispanic 

1.91 

3.51 

5.43 

6.2 

Asian 

3.49 

4.72 

7.79 

9.0 

Filipino 

.81 

1.78 

5.1 

5.6 

American  Indian 

- 

.09 

.26 

.3 

Other  Non-White 

.27 

.34 

1.32 

1.2 

Male 

N/A 

72.51 

62.94 

62.0 

Female 

N/A 

27.49 

37.06 

38.0 

*Data  based  on  surveys  conducted  by  the  Civil  Service  Commission 
and  Human  Rights  Commission. 


TRAINING  UNIT 


PERFORMANCE  EVALUATION 

The  Training  Unit,  recently  established  in  the  Personnel  Depart- 
ment, has  had  as  its  primary  responsibility,  City-wide  implementation 
of  the  new  Performance  Evaluation  System  adopted  by  the  Civil  Service 
Commission  in  February,  1976. 

Implementing  the  system  requires  the  training  of  all  super- 
visory personnel,  providing  materials  with  which  supervisors  can  educate 
employees  to  the  system,  and  scheduling  initial  reports  on  all  employees. 
The  Training  Staff  then  audit  all  initial  reports  and  write  critiques 
of  the  reports  to  supervisors  as  a  means  of  follow-up  training.  At  the 
conclusion  of  the  implementation  phase,  the  maintenance  system  is  set  up 
in  the  payroll/personnel  section  of  each  department. 

Since  September  1976,  the  program  has  been  implemented  in  28 
departments,  or  units  of  large  departments.   In  102  training  sessions, 
1,148  supervisors  have  been  trained,  and  6,766  employees  have  had  their 
performance  evaluated.  The  target  date  for  City-wide  implementation  is 
January  1979.  Since  the  staff  has  recently  been  increased  to  three, 
this  date  can  be  moved  forward.  When  fully  installed,  the  program  will 
require  regularly  scheduled  training  sessions,  probably  bi-monthly,  for 
employees  assuming  supervisory  positions,  and  periodic  audit  of  the 
maintenance  system  and  reports  to  ensure  the  on-going  quality  and  con- 
sistency of  the  evaluations.  Work  has  begun  on  developing  an  evaluation 
form  tailored  specifically  to  the  needs  of  higher  levels  of  management. 

Although  the  program  is  in  its  early  stages,  departments  already 
acknowledge  benefits  accruing  from  it.   Lines  of  authority  are  clarified, 
supervisory  personnel  are  more  aware  of  priorities  of  responsibility, 
and  a  sense  of  accountability  is  sharpened.  As  the  task  of  implementing 
the  system  City-wide  is  accomplished,  the  training  staff  will  continue 
to  assist  departments  in  several  areas:   The  articulation  of  performance 
standards,  development  of  training  manuals,  identification  of  training 
needs  at  all  levels,  with  particular  attention  to  the  training  of  super- 
visors. Assistance  will  be  in  the  form  of  consultation,  direction, 
identifying  training  resources  (funding  and  staff) ,  and  coordinating  pro- 
grams to  be  available  interdepartmentally.  , 

DEPARTMENTAL  TRAINING 

An  orientation  program  is  given  quarterly  to  all  new  employees 
in  the  personnel  department.   In  the  coming  year,  effort  will  focus  on 
a  plan  for  systematic  training  of  the  professional  staff  and  training 
in  specialized  areas  for  the  clerical  support  staff.  Contacts  and  arrange- 
ments are  being  made  with  outside  agencies  for  a  series  of  courses  to  be 
given  this  fall  for  Personnel  Analysts.  The  training  will  concentrate 
on  job  analysis,  test  construction,  validation  and  basic  statistics. 
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PERFORMANCE  EVALUATION  STATUS 
AS  OF  JUNE  30,  1977 


SUPERVISORS 

EMPLOYEES 

DEPARTMENTS  IMPLEMENTED 

TRAINED 

EVALUATED 

Adult  Probation 

12 

127 

Assessor 

23 

137 

City  Attorney  -  Clerical 

2 

27 

City  Planning 

21 

82 

Civil  Service  Commission 

24 

124 

Controller 

24 

125 

Coroner 

3 

36 

District  Attorney  -  Family  Support  Bureai 

8 

32 

Finance  and  Records 

Agriculture,  Wts.  §  Meas.,  Market 

5 

30 

County  Clerk 

9 

76 

Public  Administrator 

3 

14 

Registrar/Recorder 

6 

34 

Tax  Collector 

18 

118 

Emergency  Services 

2 

6 

Human  Rights  Commission 

5 

30 

Mayor's  Office 

52 

205 

Municipal  Court 

17 

154 

Permit  Appeals 

1 

2 

Police  Department  -  Civilian 

183 

684 

Public  Defender 

8 

30 

Public  Health 

Community  Mental  Health 

147 

667 

S.F.  General  Hospital 

171 

1539 

Recreation  and  Park 

Parks  Division 

92 

769 

Retirement 

30 

90 

S.F.  Unified  School  District 

Budget  and  Finance 

25 

111 

Personnel 

5 

Social  Services 

246 

1494 

Treasurer 

6 

23 

TOTAL 

1148 

6766 

One  major  concern  to  a  training  program  is  the  matter  of  funding. 
Until  funds  for  training^  become  an  item  in  the  budget,  severe  limita- 
tions are  placed  upon  planning.  Outside  sources  for  funds,  programs 
and  personnel  must  be  relied  upon  almost  entirely.  Staff  is  attempting 
to  identify  such  resources  and  determine  their  availability. 


The  Training  Unit  should  develop  into  a  center  which  provides  to  all 
departments  of  the  City,  those  training  services  which  are  most  efficiently 
coordinated  and  directed  by  a  central  agency,  the  personnel  department. 
The  major  training  services  are:   assessment  of  training  needs,  methods  of 
responding  to  training  needs,  development  of  necessary  manuals  and  training 
materials,  and  employee  development. 


EDP  COMMITTEE 

For  several  years  the  Civil  Service  Commission  and  Controller's 
EDP  have  maintained  a  cooperative  arrangement  to  operate  a  number  of 
ancillary  data  processing  programs  and  to  install  a  central  management  in- 
formation system  for  payroll  and  personnel  activities. 

The  ongoing  anxillary  programs  maintained  by  EDP  include  formating 
for  wage  and  salary  reports,  generation  of  the  annual  salary  ordinance, 
report  of  the  number  and  status  of  non-civil  service  personnel,  report  of 
the  race/sex  composition  of  the  city  workforce,  maintenance  of  various  exami- 
nation support  files,  and  publication  of  the  salary  standardization  ordinance. 
Additionally,  an  employee  sick  leave  and  vacation  accounting  program  file  is 
being  developed. 

The  major  EDP  program  for  the  next  year  will  be  the  first  phase  of 
designing  and  installing  a  central  management  information  system.  The 
city  has  purchased  a  central  payroll  file  information  system  which  is 
expected  to  be  installed  by  April,  1978.  As  a  companion  to  the  payroll 
system  Civil  Service  is  presently  negotiating  for  a  central  personnel 
information  system.  This  system  would  include  considerable  management 
data  about  municipal  personnel,  such  as  starting  dates,  benefits  accumulation, 
department,  classification,  skills  data,  history  of  employment  in  city 
service,  rate  of  pay,  increment  due  dates,  etc.  Additionally,  the  personnel 
information  system  would  include  a  position  control  program  allowing  for 
status  determination  of  all  approved  positions,  characteristics  of  positions, 
status  of  persons  assigned  to  the  positions,  etc.  These  programs  will  allow 
for  sufficient  data  to  support  long-term  management  planning,  measure  and 
evaluate  employee  turnover,  measure  effectiveness  of  city  affirmative  action 
efforts,  etc. 

Coordination  for  data  processing  is  assigned  to  a  committee  reporting 
to  the  General  Manager,  Personnel.  Each  Civil  Service  division  is  represented 
in  the  committee.  The  major  activity  of  the  committee  in  the  past  year 
centered  around  the  development  of  a  users  system  capability  report,  in- 
cluding those  systems  features  considered  necessary  by  Civil  Service  Per- 
sonnel for  availability  in  a  central  personnel  management  information  file. 
This  report  will  be  used  as  the  basis  to  design  and  install  future  EDP  pro- 
grams. 
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PERSONNEL  COUNCIL 


The  Personnel  Council  was  established  in  1972  to  serve  as  a  forum  for 
information  exchange  among  departmental  personnel  officers  and  administrators. 

Until  1976  the  Chairperson  and  Secretary  were  appointed  from  the 
Civil  Service  Commission  staff  by  the  General  Manager,  Personnel.   In 
Fiscal  Year  1976-77,  however,  a  Coordinator  and  Assistant  Coordinator  were 
elected  from  operating  departments  by  the  membership  of  the  Council.  The 
coordinator  established  six  standing  committees  to  provide  regular  reports 
on  salary  and  classification;  recruitment  and  examinations;  labor  and  employee 
relations,  legal  issues;  fiscal  matters;  and  interdepartmental  matters.   In 
addition,  an  Executive  Committee  was  appointed  to  assist  the  Coordinator 
in  directing  the  Council  and  planning  agendas. 

The  Personnel  Council  meets  every  first  and  third  Wednesday  of  each 
month  to  discuss  matters  pertaining  to  personnel  administration.  The  first 
regular  meeting  usually  consists  of  reports  from  the  members  concerning 
problems  and  questions  arising  from  the  implementation  of  rules,  ordinances, 
City  Attorney's  opinions  and  court  cases. 

At  the  second  regular  meeting,  guest  speakers  are  invited  to  discuss 
topics  pertaining  to  specific  personnel  issues.  During  the  year  the  Coun- 
cil was  addressed  by  various  speakers  concerning  subjects  such  as  salary 
setting  under  Charter  Section  8.407,  employee  performance  evaluation, 
employee  relations,  the  Employee  Referral  Program,  new  certification  pro- 
cedures developed  under  the  Rule  of  Three,  Civil  Service  Commission  poli- 
cies regarding  inquiries  into  terminations,  and  procedures  for  the  use  of 
hearing  officers.  As  part  of  the  program  concerning  the  use  of  hearing 
officers,  members  of  the  Council  were  invited  to  participate  in  mock 
hearings  conducted  by  an  experienced  hearing  officer. 

At  the  close  of  Fiscal  Year  1976-77  the  Council  began  discussion  of 
possible  changes  in  the  direction  and  role  of  the  membership.  Many  of  the 
members  believe  that  the  Council  should  take  a  stronger  position  in  initiating 
change  in  the  City's  personnel  practices  and  Civil  Service  Rules.  Discussion 
of  the  role  of  the  Council  is  continuing  and  it  is  anticipated  that  some 
changes  may  be  forthcoming  in  the  Council's  policies  and  role  in  personnel 
administration  of  the  City  and  County. 
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GOALS 


* 


* 


ESTABLISHMENT  OF  AN  EXAMINATION  VALIDATION  UNIT. 

.!£-  A  MAJOR  CITY-WIDE  POSITION  CLASSIFICATION  SURVEY. 

PROPOSAL  OF  SIGNIFICANT  MODIFICATION  TO  THE  CHARTER  TO  PROVIDE  FOR 
INCREASED  FLEXIBILITY  NECESSARY  TO  RESPOND  TO  CONTEMPORARY  NEEDS: 
WITH  EMPHASIS  ON  EXTENSION  OF  THE  PROBATIONARY  PERIOD;  ACCELERATION 
OF  THE  PROCESS  OF  REFILLING  VACATED  POSITIONS;  AND  STREAMLINING  THE 
EXAMINATION  PROCESS;  MODIFICATION  OF  THE  PROMOTIVE  SYSTEM  MERGING 
ENTRANCE  AND  PROMOTIVE  LISTS  WHEN  CIRCUMSTANCES  WARRANT. 


* 


* 


* 


* 


DEVELOPMENT  OF  A  PERSONNEL  MANAGEMENT  INFORMATION  SYSTEM 
THROUGH  INCREASED  APPLICATION  OF  ELECTRONIC  DATA  PROCESSING, 


INCREASED  EMPHASIS  ON  AFFIRMATIVE  ACTION  FOR  EQUAL  EMPLOYMENT 
OPPORTUNITIES. 


* 


APPLICATION  OF  THE  PERFORMANCE  EVALUATION  SYSTEM  TO  PROVIDE 
SALARY  INCREASES  FOR  MERITORIOUS  PERFORMANCE  AND  UTILIZATION 
IN  THE  EXAMINATION  PROCESS. 


DEVELOP  AND  IMPLEMENT  A  MANAGEMENT  DEVELOPMENT  AND  EVALUATION  PROGRAM. 


* 


DEVELOPMENT  OF  AN  EXECUTIVE  COMPENSATION  PAY  PLAN. 


CONVERSION  OF  TIMEROLL  AUDIT  AND  CERTIFICATION  FUNCTIONS  TO  ELECTRONIC 
DATA  PROCESSING. 


* 


TOTAL  IMPLEMENTATION  OF  POSITION  CONTROL  IN  INCLUDE  ALL 
PERMANENT  POSITIONS  AND  EVENTUAL  CONVERSION  OF  THIS  SYSTEM 
TO  ELECTRONIC  DATA  PROCESSING. 


* 


COMPLETION  OF  THE  UPDATING  OF  THE  CIVIL  SERVICE  COMMISSION  RULES. 
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